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SECRET

9 April 1956

MEMORANDUM FOR:

SUBJECT : Meeting of CIA Incentive Awards Board

In accordance with the provisions of‘_ : 25X1A

Incentive Awards Program, the CIA Incentive Awards Board will meet

on Thursday, April 19, 1956 at 10 A.M. in Room 26Q1, Curie Hall.

FOR THE CHAIRMAN, INCENTIVE AWARDS BOARD

Executive Secretary
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Opﬁfoe CIOTaAnaum « UNITED STATES GOVERNMENT

TO DATE: 19 Apr 1956
FROM
1%
SUBJECT: April Agenda
_ «

N concurs vith the recommendations of the Executive
Secretary on the complete agenda, He would, however, like to
have the meetings held in the afternoon since his duties with
the Building Committee often involve morning work and have top
priority over everythingelse, Told him you would call him,

mb
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25X1A

Suggestion No. 1721 //// )
b%
Date of Suggestion: 12 April 1955 ' (,

] Scientific Intelligence IAC (Capt)

Summary of the Suggestion:

The suggester proposes that in all issues of the MLRA, EEAL,
and other accessions lists, the tables of contents and/or sbstracts
are given in both English and the lenguage of the periodical
publication, such as Russian, Bulgarien, ete. Since the lists are
especially intended for use by Government personnel, the inclusion
of the foreign languege is entirely unnecessary. Any user, if he
has doubts regarding the accuracy of a translation, can order the
weriodical.

Evaluation of the Concerned Office:

On 1 Decenber 1955 the Deputy CIA Librerien submitted this
evalugbion: '

"The CIA Library has now obtained approval from principal using
offices in CIA for application of Suggestion 1721 to the Monthly
List of Russian Accessions produced by the Library of Congress under
Agency sponsorship. Henceforth, transliterated versions of the
tables of contents of Russian periodicals will be omitted from
Part B of the MLRA.

"The Library of Congress has had two months of experience with
the suggested change and continues to estimate that an annuel saving
of $5,000.00 will result. The change and savings stem from
Suggestion 1721 and we recommend that an appropriate cash eward be
granted suggerster for his contribution.”

TA Note: This suggestion was deferred from 31 May 19556 Committee
meeting in order to determine eligibility of suggester (military
detailed at time of submission of suggestion--later and currently
civilian employee with CIA).

Mr. John Roth, Personnel Mansgement Advisor, Incentive Awards
Program, Civil Service Commission, informed us on 19 June 1955 that
the Legal Counsel at the CSC had ruled that suggester was ineligible
for the cash award in this case. This ruling is based on the fact
that the status of the individual at the time he submits a suggestion
is consldered governing his eligibility. This 1s illustrated by
PL 753, Title III, Section 304(c) which states that a person who sub-
mits & suggestion continues to be ellgible for an award even after he
leaves the Agency. If a civilien employee submits & suggestion and
goes on active military duty, he is still considered eligible for
the award because he was a clvilian when it was submitted.

CONFIDENTIAL
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CONFIDENTIAL

Suggestion No. 1721 (Cont'd)

25X1A _ of the CIA Legal Counsel was contécted

and he agreed with the Commission ruling.

C. Recommendation of the Executive Secretary:

Adopt. The tangible savings of $5,000 would normally
entitle the suggester to an award of $150.00. A cash award
cannot be granted in this case becsuse of his military position
(Captain, US Army, detailed to CIA); however, & letter of
appreciation signed by the Director of CIA ’or DD/ S 1s suggested.

25X1A

. .

25X1A
25X1A
25X1A - /é ; | 27
CONFIDENTIAL
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“ SECRET
Suggestion No. 2319

Date of Suggestion' 11 April 1956
25X1A I FI/RI Intell. Analyst GS-7

A. Summary of the Suggestion:

Suggester proposes that the addition of the words "RI
COPY" to the block stamp now in use in the Analysis Section of RI,
would save the Analysts time and effort now spent in a double
effort of using two stamps.

B. Evaluation of the Concerned Office:

On 23 April 1956 the evaluation of [ coiet 25X1A
RI stated: ;

"This suggestion is worthy of adoption and RI intends to
put it into effect. '

"Through Yse of the one stamp rather than two, RI will real-
ize increased output at the same cost Plus other intangible bene-
fits in the records control and identification areas as well as
in the morale of the personnel concerned. Personnel performing
work involving the use of these stamps are in the GS-5 = (S-9
level. While the stamp is used on documents other than cables,
the cable figure is the only isolated category of material upon
which statistics are available; Tigures on ather material would
have to be percentages of estimates. During calendar year 1955
the Analysis Section processed 145,611 cables. This figure will
inerease for 1956 according to current trends. Therefore, the
use of the stamp as suggested will represent a savings in over
145,000 stamping operations at an average GS-T7 level."

C. Recommendation of the Executive Secretary:

Adopt., Award of $15 based on intangible benefits.,

o

SECRET
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|70z Executive Secreta
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CHECK APPROPRIATE BOX: T S R N

(] oot for yee. ] swggestion already in offect and

; ' R © no part of suggestion duqu 8dded
ﬁoisappmved for adoption, S L " contridution, . . . .
o . 3 suggestion aiready in offect hut
[T requires further study _ Lo mikes added confrivution, -
(indicate below tne expected L ) . " Lo

date of completion),
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Fax b atilized on floors of butlaings to Prevent slipping, - ' '

&. Tris Office has beep Tvolved 1n problems
207 nave £21lowed the efforts of mmaf'acture
"non-gkia"

-of this nature for many years R
re to provide a wax that could be clas_aifi*d

b. For a number of years, the Public Buildings Bervice expérimented with,

2nd manufactured its ovn vax for use in public buildings. Within ¢the ’

years; however, they were forced to discontinue their activity .in this field at the

Ircistence of ywax manufacturers, who felt that 1

sOvirnment interests. Ag.a result, gSA is now purchaaing-a_,singl_n grade of floor wax

7% & sproification basis through the Fader

reLing this specification are not of the

a1 ere tc the Practice of Purchasing s i
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; ‘- 1. ADOPT FOR USE. "
ICATE ACTION * 2. ALREADY IN EFFECT Bl

2. ey
EéOMMEND‘ED BY 3. DISAPPROVED FOR ADOPTION: °* . LT .
“r “PLACING ACTION 4. ALREADY IN EFFECT AND NO PART DF THIS SUGGESTION MAKES ADDED CONTRIBUTION.
- NUMBER IN BOX  S. REQUIRE FURTHER $TUDY.. (BXPECTED DATE OF COMPLETION e )
’ $. OTHER (SPECIFY BELOVW) ’ ' Sl T
ER| . Yiow T : SR
. 7. REFER SUGGESTION OW .

REASONS FOR RECOMMENDAT | ON

In order to guide the Incenti;ra MnrdsACo-ittn in ukini {inal determination, an analysis of the enticipated
first year's savings and/or other benefits should be shown here. If applicsble, indicate end explain below pro-
(2) increased output at same .cost or (3) applicetion of

posed disposition of savings as (1) allotment savings, :
resources saved to some other necessary actlvity. If suggestion contains intangible value, ‘such as morasle,

safety, etc., pleasc indicate the extent of the eres which you think the suggestion wijl affect, i,e.: the im-

mediate area, office-wide, Agency-wide. Attach sdditional sheet if more spacs is needed,

The Agency Safety Officer has reviewed the subject suggestion and the
answer to this suggestion from the Chief,*Admin Staff, OL, and concurs both
with the dlsapproval and the reasons for disapproval, There is nothing
further that can be added to the statemepts from the Chief, Admin Staff, OL,

by the Safety Officer., "

D CONTINUED ON ATTACHESD SNELT

o T STGNAYTUNE OF EVALUATING OFFTCIAL (type nems and Fitle)
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. Executive Ssoretary

Tneent ive Awards Comnittee

"DATE

NO,

1487

Jan 31 1956

TO: (Office
Building)

1 oorr

r designation, room number, and

DATE

REC'D

FWOD'D

OFFICER'S
INITIALS

COMMENTS (Number eoch commeni to show from whom |-
to whom. Draw a line across column after each comment.)

{2e of Lo

| way that he can.

Tt is recommended that this be e
referred to the Bafety Engircer fox|
his comments. It appears that ‘tbgegfq#_'ﬁ:"’
1s an "accident hazard situssico”
vhich ie not solved,

I have discussed this with Mr,
and he consurs with cur 25
feelingas on it. He will be giag v

asrist the Sefety Engineer 'in auy

Safety analysis should be accompliahiag
by Security.
7 ’ Jono /.I“","'
B -— — 2 to 3 This was ipadvertently
' sent to Logistics, pleass process
a8 necessary. o5
e ,
hs For reply aud return ttru EAS
R —— £
U o
T T ST
D R
B
R
5. o _
OR USE PREVIQUS
Voec 55 610 Vo SECRET CONFIDENTIAL [ ] uncLassiFieD
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OSMOT48 ot GhAHDIB0-GOBF2ANTN:
tta: slitionalt shestn if necessary) - G
Vb_-.“,'r..__-ﬂ._.‘ —— ~ -

+t 1s ruzgested they a hon-gkid wax be used on ghe floors especially in the halls
<oF unt sers Eye. The floors were waxed last week and two beople fell. I know of
hifs twe cases because I vas walking with them but unfortunately was. unable to

Cutcl cutaer of them when Tt happened. Reigher of thesge People were hurt but the

Botiloloty of & simidar incident with more drastic results 18 not out of thg

quesrtion - \

Th.s perhaps 1¢ not a matter of Security but does concern the welfare of a1} the
“E[.CYees Working in Quarters Eye and other of tne temporary buildings especially
bRote wnich huve acphalt tile blocks used as flooring. I mention Quarters Eye
tecause I have s direct knovledge of the hazards in that building. I understand
Wdb. Yegulations regiire the uge of such wax. If such is the case then the king belng
Wied should be cheched.

[:: toNTINUED O mEvemsk LK (
(&) lej\jES

FORM NO. r<uq REPLACES 37.1g4 .
1 0CY 54 £ WHICH MAY 8E (Sep. \.;L
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25X1A - 3 Ogtober 55

Shouldn’t this one be sent on to PBS. If there is such a thing
as "non-skid” wax, PBS should unite it into their supplies. Suggest
we 8iszuss this one at one of our meetings.

25X1A
I sgres thek tule should be passed oo the PBS. 25X1A
Agree also that this should be passed oz to FBS. 25X1A
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30 March 1956

OFFICER'S
INITIALS

COMMENTS (Number each comment to show from whom
to whom. Draw o line across column after each comment.)

R
=
w
S
b
UX

4,

Iac 559 I

10.

1.

12.

13.

14.

15.

L. Bubject has deperted for

an oversess assignment. FE
Security officer 414 not have
an opportunity to discuss this
with him. He is a new employee
with the Agency. There scems
to be merit in some of the ideas
presented.  FE/Becurity

FORM
1 DEC 55

NS

HelgasEeREVO7/31" JICORNPRIENAREZAPD) SOOI ] yney assiFiED

GSE ONLY
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cnicUR

Signature

Chairman

I am not entirely satisfied with the turn-down om this suggestion; it
scems to make & gook deal of semse, and I believe it should be put

‘Ol an esrly sgenda for diseussion.
PR

25X1A
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Suggestion 2276

Dete of Suggestion: 12 March 1956

25X1A B ocovic Sle Supl 05T

Anst.
A, Summary of the Suggestion:

Suggester proposes that construction plans for a building
at an overseas statlon be altered to allow for outside construct-
ion of this unit rather than constructing it within an existing
building. This proposal would afford more space and allow more
air circulation and natural lighting.

B. FEvaluation of the Office concerned:
The Office of Logistics of 7 March 1956 stated the following:

"The construction of an adjacent building in lieu of con-
gtructing a room in an existing building resulted in approximately
656 sq. ft. of floor space availsble for storage.

"Mhe estimated construction cost of $3416 and the actual con-
struction cost of $2800, shows a saving of $616. However, the cost
of the adjacent building would have excegded the estimated $3416
had the same material been used and four walls instead of three
been constructed. The present repair shop is by no means as fin-~
ished a shop as that originally planned.

"Since storage space was a serious problem at the Station,
and thvough this suggestion additional storage space was made
available, it is felt that this employee should be given a letter
of commendation or a nominal monetary award.

Thecentive Awards Staff Note:

On 11 April 1956 we discussed this case with [ 25X1A
25X1A I i th Logistics, who was evaluator of
suggestion. He felt that even though there could be additional
savings, they would be difficult to determine., He recommended an
award of $35 based on savings of $616 plus $10 to $15 for
intangible savings and morale etc,

C. Recommendation of the Executive Secretary:

- Adopt. $35.00 based gn tangible savings of $516.00
and $15 for intangible benifits (improved working cenditions
(:) and morale)., Total award of $50.00 recommended.
SECRET
27
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€I, € TERNAL USE ONLY

Suggestion No. 2265

Date of Suggestion: 2 March 1956

_ Communications Secretary as 4

A.

Summary of the Suggestion:

Suggester proposes use of a very thin sheet of paper to serve

as a protective overlay for mimeograph stencils.

Evaluation of the Concerned Office:

The Records Management Staff on 23 May 1956 stated the

following:

"In response to the request form Chief, Records Management
Division the Supply Division ordered 20,000 sheets of pro
tective overlay film to be stocked in the Agency supply system.
This action adopts an adaptation of this suggestion.

"The suggester recommended that typists in typing stencils
should place sheets of tissue paper over stencils to prevent
cutting out letterz. Accordingly, we tested her method as well
as several commercial products designed to improve stencil -
cutting operations. The film that we requested the Supply
Diyision to order provided the best protection at the least
cost.

"Tre sugzester is therefore entitled to an award based
on the following:

1. Waile she didn't suggest the best solution she brought
to ligat a problem generally prevalent throughout
headquarters.

2. The solution developed by the Records Management
Staff will provide typists with a means of:

(a) Producing better copy from the approximately
149,000 stencils used annually.

(v) Preventing the cutting out of letters,

particularly when stencils are prepared
by electric typewriters.

{c) Preventing the filling in of typewriter
type, thus elimineting type cleaning.

CIA INTERNAL USE ONLY

5

Approved For Release 2001/07/31 : CIA-RDFyO/’400832A000300010020-1



Approved Fﬁeleasw01lo7l31 : CIA-RbP80-00832A00030W0020-1 ~/
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T4 18 impossibhle te estimete the exact savings that
this suggestien will prnduce in headguarters and the field.
Jewever, its potential effect on stencil-cutting operaticns

eppears to Justify an award of (20 hased cn the Civil Bervice

femmission's scale for determining awards for intangible
penefits."

C« Recommendation of the Ixecutive Secretary

Adopt. Reccunend award of $260.00 based on intangible benefits.

-

CIA INTERNAL USE ONLY
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Suggestion No. 2243

ats————

Date: 17 February 1956

_ Compt. - Payroll Co-ordinator GS-5

Sugmestion:
Subject: Additional Compensation Hours

tThen the Time and Attendance Report was separated from the Fayroll
Change liotice, a ueed arose in the fayroll Branch at the tiue when
the additional compensation was audited and recorded from the Time
and Attendance Report.

t
The following exempie will zest clarify the situation which existed
and hov my suggestion alleviated the provlen.

Reference 1: This revresents John D. Doe's Time and Attendance
Report ae it was submitted to Payroll. The raesent law allows a

@GS Lit- ¢ to be compensated for 1O hours of overtime but John D. Doe
worlked z2 hours. Therefore, he is to be paid the me:cimmum amount
allowed by law. The vayiroll cleris is responsible for detecting cases
of this natuvre, but without the apolication of my sugrestion, he
would have to memoriwe ceszs of thls nature. '

If this particular case was not detected, it would be submitted to

the Machine Records D.vision with the routine additional compensation
for computation., It would be caught, however, by machine process,

and a represenvative from Payroll Branch would be called to check

the warticular case Tor peyment. This means a delay in the vrocessing
of payroll which could have been avoided oy the use of the additional
compensation hours chart.

Reference 2: This is the same Time and Attendance Report as was
descrived in the above uaragraph except with the addition of my
additional compensation hours figure (notice block at the top
designed for its use). The nayroll clerk would know immediately what
to do without any question in mind.

This suggestion was put into effect around NovemberlS55 and has not
only been helnful to the wayroll clerk, but has been helpiul to almost
everyone who comes in contact with the Time and Attendance Report.

Attachment A: This Ls the chart which I prepared in connection with
my suggestion.

IA Note: Executive Secretary will have a coypy of chart referred to
Dy sugspester at Committee ueeting.

Evaluation of Concerned Office:

On 31 May 1956 the Office of the Comwtroller reported:

CIA INTERNAL USE ONL

A4
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CLY IRTRILT, USs CJTY

L nstoon To, w2, {(Cont'd,
'Tan procedure Luonosed oy the sugsester L g case wan
acilnwstrat vely adonted and placsd into efiect pltetd to tae
srouess.on ol the sujsestoon to the Incent.ve Averds Cori.tice.

“Je nave wudormally conl.lued that thas suloestlou was suo.
W@2ubted 2 the erson o wnot.all,s mrouosed the _.dea oa wi.cih tae
caause . ovocedure was Dased, Thie jow deser. t..on ol tha.s
aGlvedual is not considered to e sulfué.entl) vroad as to
Lelvde a vas.we resoons.oility fov thes trme ol clhanle .n Diocadire.
Je sel.eve, therefore, tlhat The suzrester .s znt.tled to cied.t
Jov the sussest.on o an alter-tie-Tect vas.s.

To .8 estimated that the rate of gavinzs resvlt.ny irow the
adopt.on of thls sussestion will aporoate 200 ver aunuily’

[N

C. Recoumueudation of the Jiecutive L.ocretary:

Adoot. %lb avard wased on tars..sle savinss of 200,

Cra IITPORIIAL Ush CULY

~2d
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CONFIDENTIAL
Suggestion No. 2233 //
Date of Suggestion: 6 February 1956 [/
25X1A _ OCR/Library Cat;lngez' GS-9
A, Summary of the Suggestion:

Suggester proposes that the next revision of the Trans-
literation Handbook include the Russian-Turkic languages.

B. Evaluation of the Concerned Office:
On 9 April 1956 the DDI (Admin) stated that the translit-
eration tables included in this suggestion will be put into
a revision of Transliteration Handbook which will be undertaken
later this month. Suggest $25,00 award.
On 26 April 1956, DDI (Admin) submitted to the TA Staff,
Minutes of the 68th meeting of the Subcommittee on Exploitation
of Foreign Publications. Minutes of this meeting revealed that
the Acting Chairman of this Subcommittee referred to this sug-
gestion,
C. Recommendation of the Executive Secretary:

Award of $25.00 for intangible benefitg.

CONFIDENTIAL
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1955

Executive Secretary, Incentive Chief, Central Cover Branch

Awards Committee

X Disapproved for adoption

The present volume of Agency business, which would be submi tted
to such an individual to handle, does not appear to warrant adopting
the proposed action,

.Tblephone conversation with evaluator on 12 Jan 56 reveals that
hg did not necessarily wish to qualify his recommendation for
disapproval by adding %at present,” He requested that it be
removed,

25X1A

23 December 1955

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1
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Suggestion No, 2216

Date of Suggestion: 23 January 1956

25x1A I 53D/Covert Records Clerk GS-L

Ao

B,

Summary of the buggestion:

Suggestion proposes increasing efficiency and localizing control
of Secarity Office files by modification of present system now employed
in the Covert fecords tection of the 531, 0ffice of Security by having
all files that are in reference to a new case be pulled only after all

~ processing has been completed, and immediately prior to the time for the

File Analysis review,

valuation of Concerned Office:

The Security Support Divisicn, Office of Security on 7 February 1956
stated: "Thre proposed suggestion has been partially put in effect and
is a beneficial contribution to the operation of the File Unit. Savings
in time and/or money are difficult to evaluate inasmuch as the actual
fime involved in charging out files is mnot affected. The real saving
is effected when a file which is already charged out is required,

Uncer the new procedure, the search for thio file can be limited to one
place, rather than having to search in two or three different areas as
in the past, This _reatly expedites location of files, thus increasing
efficiency and morale of wivision personnel, Although time saved by
this procedure cannot be readily computed, it is recommended that the
contributor of this suggestion be given a nominal cash award,"

necommendation of the Ixecutive SsSecretary:

Adopt, L5 nominal award based on intangible benefits,

oF

5uCRET
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Suggestions No, 1037, 1967, 2102

Date of Submission:

1037 ~ Submitted 2L June 195l
1967 -~ Submitted 8 August 1955,
2102 - Submitted 28 October 195

A,

Logistics, Storekeeper (Gen)
D., Logistics, Gb-9, BuO
logistics, Storekeeper, Gu-l

Summary of Suggestions:

A1l three suggestions were basically the same, They proposed that
the Office of logistics stock the center cores for scotch tape dispensers
as employees were requesting new dispensers when center cores become lost,

valuation of Concerned Offices:

29 February 1956 - Chief, idministrative Staff, Office of Logistics:

"Current survey of this situation indicates the suggestion has been
placed into effect and has resulted in the reutilization of 3,019
dispensers and an approximate savings of ,2,635, The dispensers without
center drums have been collected over a period of approximately l% years,
and therefore, this savings should be computed in a like manner,

"Arrangements have been made with commercial sources to supply
stock of center drums, and it is wupply Division's plan to furnish
same to Suilding supply Officers who will, in turn, install the
center drums on tape dispensers returned without center drums from using
individuals,

"It is recommended that suggesters be given a cash award in pro-
portion to the above savings,"

Adopt for Use,

Incentive Awards Note:

1. The oldest suggestion, ,1037 was evaluated in July 1954 by the
Office of logistics. &t that time they stated that it was their
policy to do what was suggested; therefore suggestion already in
effect,

2. Suzgestion ;1967 and 2102 were treated as duplicete suggestions by
the Incentive Awards staff because of Logistics evaluation of 1037,
Howrever, the suggester of ,2102 called our Ltaff and said that the
proposed system was not in effect., Further followup with Logistics
revealed that the suggester was correct, A4t this point we sent
suggestions to Logistics for re-evaluation,

3. NN Coi-7, supoly Uivision, Office of Logistics,
stated on 27 Larch 1956 thet this suggestion was not within job
responsibilities of any of the suggesters,
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Suggestions Nos, 137, 1967, 2102

C, Recomendation of “xecutive secretary:

Total award of .75 divided equally among 3 suggesters based cn
w70 for tangible annual savings of 41,756.66 (42,635 savings for 1%
years) plus 5 to round off to a figure divisable by 3.

ot

-
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Suggestion No. 2210

Date of Suggestion: 13 January 1956
STATINTL _ Security  Secretary GS- 7
A. Summary of Suggestion:

Suggester proposed that IBM Electric typewriter carbon
paper #5211 be substituted for IBM typewriter carbon paper
#520, (5211 rolls contain 10 feet more than :£520 rolls)

B. Evaluation of the Concerned Office:
The Office of Logistics on 25 April 1956 stated:
"Carbon paper ribbon (#5211) has been checked and consid-
ered for possible adoption with the finding that it is of
equal or of better quality than the carbon paper ribbon presently
in use (7/520). TFuture procurement will be made for ribbon
#5211 when replenishment action becomes necessary. Existing stocks
will continue to be issued until exhausted.”

C. Recommendation of the Executive Secretary:

$10 award based on $80 tangible savings.

oF
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Suggestion No, 2206

Date of Suggestion: 12 January 1956

STATINTL _ Interim Assignment GSJ*
Clerk-typist
A. Summary of the Suggestion:

Suggester proposes that the 3 x 5 appointment cards, that
are currently being typed in the Interim Assignment Section,
be done by means of a rubber stamp.

B. FEvslustion of the Concerned Office:

Evaluation of the Office of Personnel dated 1 February
1956 stated:

"Consideration of the present suggestion has led to the
conclusion that printed appointment cards will be toth desir~
able and practicable. Necessary action to design and order
the forms has been initiated. This procedure adopts the spirit
of the suggestion if not the form.

C. Recommendation of the Executive Secretary:

Adopt. $15 award based on intangible benefits.

o
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Suggestions #11-W, #1949, #1808, #1833

Cammunications Office trdinee

11w .

1808 Research and Reports geographer @GS-12
1833 Logisties  Statis, Draftsman GS-T

19hkg Current Intelligence IO GS-13

A. Summary of the Suggestions:

Employee Suggestion's 11w, 1808, 1833 and 1949 proposed the
use of more permanent type "open" safe signs.,

B. Evaluations of the Concexrned Offices:

The Office of Security on 22 September 1955 stated that
they felt that use of a particular type of "oper safe sign -
wes & matter of choice and proposed that Logistics be consulted
for a comparison of coste of the new and the proposed safe signe.

The Office of Logistics on 20 Janusry 1956 states that as
a result of suggestion #1833 it has been determined to procure &
new "open” And “"closed" sign for use with safes. Arrangements
are being msde to carry this sign as a regular stock item in

the Agency's supply rocs.
d’szx.l_.tl'xo‘agh the new sign 5eihg‘pf¢cured was not ‘specifically

recommended by the suggester, the suggestion, as well as .
previous similar suggestions (No. 11W, dated Aug. 5h; No. 19h9
dated November, 1955; and No 18C8 dated November, 1955) serve
as a contributing factor to its pracurement. This Office
recommends & minimum cgsh award for the four suggestians con-
cerned, .

C. Recommendation of the Executive Secretary

- A minimum avard of $10 to the suggesters of 11V, 1808, 1883,
and 1949, : _ !

O 0y T anoaiferatl
% 7234&@7@ %f;«, ot
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Suggestion o. Fe219L
3 January 1956

25X1A I ioministration Officer GS-1l

A, Summary of the Suggestion:

Suggester propeses that the column headings of the
Disbursement Voucher, Form 33-57 used with the Class "Bt
accountings be changed,

B, Evaluation of Concerned Office:

On 9 May 1956, the Office of the Comptroller stated:

"The present Class "B" accounting procedures are being
modified and revised and the disbursement voucher will be
revised for closer conformance to the Cash Journal and thus
will cause the finaneial transaction to be posted in a more
logical sequence,

Whereas no monetary savings will result from the revision
of the disbursement voucher, Employee Suggestion Ko, 2194 will
be accepted and the employee should be commended for his interest
in improving accounting procedures.!

I4 NOTE:

25X1A BN :cting Chief TAS, Office of Comptroller, in
a telephone conversation of 11 May 1956 recommended adoption
with a commendatory letter,

C. Recommendation of the Executive Secretary:

Adopts Letter of appreciation,

/
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SUMMARY AND RECOMMENDATIONS FOR THE COMMITYEE

SUGSESTION NO. 2249: dated 20 February 1956
G5~12, Instructos
OTH, DD/S

A Sumuary of Suagestlon

Suggaster proposes that a regulation or notice, with Headquarters

and [INNININGNGGEEEEEE -: oublished setting forth the ethical con-
copts involved in the sale of purchase of property or supplies $o
or from the Agenecy by Agency personnel.

e Summagy of Bvaluafiong

On IC January 1957, a conversation with the 0ffica of Logisties
revealed that, as a result of this suggestion, OL drafted a revision

of NG > ;ncorporate the suggester’s idea.
on 17 aprid 1959, | chists Aduin Staff, OL, stateds

“"As you will recail from our past conversations, we have withe
held this evaluation pending the develcpment and coozdination
of certain regqulations designed to implement the suggestion.

"This Office has submitted to the Deputy Director {(Support), for 25X1A

coordination outside the Suppori Services, two proposed HNENN

BN - »ich may be considered as incorporating the
orinciples of Sugaestion 2249, Proposedhprovides fors

25X1A

“The proposed regulations have been concurzed in in principle by
the ADD/S and 1t is our belief that the provisions rogaxding the
*prohibition of purchases from, and salec to, employees’ will
appear in the regulations whan published.

"In view of the above, it is recommended that this sugaestion

be considered as adopted and the suggester given an award based
on intangible savings involved. - In this regard, it is believed
the "Degree of Benefit' is slight and the 'Extent of Application®

Approved Fiosr &é"ﬁfa’js'e 20665509 Ain-Rb PG &8 AUGHdb fgo Ft jommended”
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Sﬁgg. No. 2249 Conid.

Un 11 December 1958, Regulations Control Staff adwised us that

vave been approved in principle by the Ib/S,
but will be held until all other draft regulations in the "Logistics
Package" are received. The eniiryae package of zegulations will then
be coordinated with the DD/S. RCS states that it may take many
moniths before the yegulations arxe finally published.

25X1A

On 1% Decembex 1958, 1in view of the long delay in getiing the
segulatlion published, Suggestion Awards Staff submltted this case
to OL to detesmlne whether or not the suggester’s proposal is now
included im existing Loglstles training courzes. On 16 December,
OL Admin advised thls Staff that the data now contained in draft
25X1A I 25 beon discussed by varlous spesakers in

the past at all Logistlcs seminars and ls ineluded as an integral
part of all logistics training courses.

C.  Bagspmendatdon. of Exequtivs Soczatany

1. Fot in line~ofeduty (GS~12, Instructox Aginance coussqi?)
2e  §75-150 awaxd based on Intangible Benefits (Slight-~Broad)

De  Deglelon.nf Commitiga
cmamaidopted - Award m;iimeetter of Appraeciation
IOt Adopt

25X1A }q(’

7
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Suggestion No. 2190

Date of Suggestion: 30 December 1955

25X1A _ Research and Analysis Intelligence Officer GS-12

A. Summary of the Suggestion:

Suggester proposes that a "sign in" system such as the fol-
lowing would protect the "sensitive" personnel from char force,
guards etc. This could be done by having employees sign in snd
out on individual slips which would be dropped into a locked
metal box at the guard's desk. These slips, approximately 3 x 5
in size, would have on one side a place for ID card number, date,
time, "in" or "out", and room number. This side would be shown
the guard, along with the ID card. The signature would appear
on the other side, and would not be shown the guard before the
8lip was dropped in the box. In this way true identities of CS
personnel would not be readily availaeble to the guards or to
others.

B, Evaluation of the Concerned Office:

The Office of Security eveluation dated 1k March 1956 is
briefed as follows: The idea in the suggestion is generally good;
however, the Office of Security does not feel it is as serious
as stated. They feel that suggested system is too cumbersome
and that the additional work required to administer such =
system would not be commensurate with the slight degree of added
security thus provided. ﬁowever they feel that the employee
deserves recognition for his suggestion as they do plan to take
action which will sccomplish nearly the same results as suggested.

This Security plan is to place a heavy cover on the log
sheet which would conceal all names already entered therein and
expose only the next succeeding vacant lines. In addition they
plan to reiterate existing instructions to the guards that they
not permit anyone other than authorized personnel of the Office
of Security to peruse the log book.

Although we are not adopting the employee's suggestion as
written, we do plan to take action which will eccomplish nearly
the same results. We therefore feel that the employee deserves
recognition for his suggestion and recommend that he be given
a commendation.

C. Recommendation of the Fxecutive Secretary:

Adopt. Award $1040 $25 based on intangible benefits (pointing
out a problem and contributing to its solution, although in a
manner different from that suggested).

¥
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I would lile to st that the Deputy Director (Plans) with the
assistance of the Deputy Director (Support) request the Department of State
to establish a Passport Officer within the confines of CIAL to process and
issye passparts. o ' _

nn‘mmumuputthalmhnlcgnbeupocudtobethat
State wotild never agree to such a procedure. This was the reaction when in
1950 an Agency employee recommesnded that a Us S. Disbursing Officer be estab-
lished in CIA to cut down the costly waste of time in the processing and ls-
suance of Ue S..Government checks. The sheer weight of the volume of trans-
actions on checks made it necessary to establish a U, S. Disbursing Officer

" at a later dates

Further, the Comptrollsr General has ‘éstablished a General Aocounting
Offioe Sight Audisor in CIA to review wd act zwmhu“ Mﬂ- transactions.

The sbove would indicate that nothing is impossible if handled at
the proper level, . .

D CORTINUED ON RCVYERASE 8Bl

S

FORM NO,
1 OCT 84

2“4 REFLACKE 37164

UH(CH MAaY BE VOLO.

re
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Suggestion No. 215k Date; 2 December 1955
STATINTL I 00T, MIL Branch Chief @s-13

A. Summary of the Suggestion:

Suggester proposes that & rectangular grass plot adjoining
Building 9 on the northeast corner of that building be made
gvailable for parking area.

B. TEvaluation of Concerned Office:

On 20 February 1956 the Office of Logistics reported:

"yith reference to suggestion 2154k, this is to advise that
the trisngular ares adjoining Building :9, suggested for use as
additional parking areas, is under the jurisdietion of the
Department of the Navy and not this Agency.

"attention is directed to opinions rendered by the 0GC in that
Ageney funds cannot be expended for the improvement of Government
ground. to provide parking facilities for employees.

"Under the above circumstances, adoption of this suggestion
cannot be approved."

TA Note:

STATINTL Further followup with KNG -C thc Real Estate

and Construction Division of OL reveals that perhaps Navy can
expend funds for such a project.

On 24 April suggestion was sent back to suggester for him to
declassify and resubmit for interdepartmental rveferral to the Navy.

C. Recommendation of the Executive Secretary:

1. Disapproval for CIA.

2. Refer suggestion to the Navy Department through CSC for
consideration for Inter-Departmental award.

CIA INTERNAL USE 'ONLY
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Suggesticon No. 2151

Dete of Suggestion: 1 Decembarx 1955

STATINTL I Finance G8-7

AI

R\
\
‘N

Bus. Accouantant
Summary of Suggestiong

Suggester proposes tanat steps be taken to correct

‘the present practice of having fire extinguishers, approdmately

6 inches frcm well, fire hoses hanging gbout L inches from
the wall and water valves gbout 10 inches in the corridors
of some of the Agency builldings., In addltion the valves
are sbout 53 to 6'high which mekes them about eye level
and not sbont head for moat peorle,

Possible steps for lumprovement are:

1. Build eguipment back into wall

2. Ralge 1t above head level

3. Cover 1t with Jusorbent soft materisl

L. Publish literature warning ecmployees of the hazards

Iveluatlion of the Councerned Qffice:

Tae Office of Security cn 3 Pebrusry 1956 stated:
"Employee Suggestion ;2151 as found by the CIA Safety Officer
1s fundementally sound and merits consideration. Hovever,
the gafety deficiency aec specified in this limployee Sug-
gestion hes been under discussion before by thils office,
the Space, Meintenance and Fecliities Brench, OL, and the
Public Bullding Services, GSA. All have agreed that the
problem iz & hazard and should te remedied. Any sugsested
remedies to date, have not been implemented since the cost
of ewch remedies would be high and could not be Justified
cn the baels of reported accldents resulting from the
sub ject satety discrepancies.

"Ag 8 result of this suggestion, reprasentetives of
G3A, SMFB/OL, and the Safety Officer made a study of the
problem and sgreed to erect a test barrier in I Bullding

that should prevent further inJturies due vo the location
of the weter valves. If this barrier is as effective

a8 1a expected, further danger of head injurles should be
eliminated by instellatlion of this type of barrier throughout
the bulldings. 1In the opinion of the Safety Officer, this
guggestion made an added contribution to the accident pre-
vention program of this Agency.”

Recommendetion of lixecutlve Secratary:

Merd $2¢ based on intangible bencfits.
CIA INTERNAL USE ONLY
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Suggestion No. 2137

Date of Suggestion: 23 November 1955

STATINTL _ Comptroller Accoutant GS-11

A, Summary of Suggestion:

Tn August of 1955 the suggester suggested to the Office
of SM&F to have s sign installed in the vicinity of shuttle
bus stop opposite the main entrance to North Building to read
as follows: “PLEASE FORM LINE FOR BUS" as so many employees
were pushing ahead of those that had been waiting for the bus,
cansequently these employees who had been waiting were not
able to get on and had to wait for the next bus, thus were
lste for work or scheduled appointments thru no fault of
their own.

After this sign was installed, the employees arrived on
time for work without shattered nerves and with a much better
disposition which was helpful not only for themselves but for
their co workers. This sign has solved the problem at this
busy shuttle stop.

The reason this suggestion was not submitted in the Incen-
tive Awards Committee at the time was because of the time element
involved, something had to be accomplished immediately, thanks
to the fine cooperation of the Office of SMF and | sTATINTL

STATINTL B v:o handled this request.
B. Evaluation of the concerned office:

On 4 January 1956 -an evaluation of the Logistics Office
stated: "It has been determined that the suggester was responsi-
ble for action taken by SMXF Branch as claimed., In view
of the benefits derived from the suggestion it is recommended
a minimum cash award be granted."

C. Recommendation of Executive Secretary:

Adopt. Letter of thanks.

L
He
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Suggestion No. 2096

Date of Suggestion: 26 October 1955

I Training 68-11

Ae

Sunmexyy of the Suggestion:

The suzgester proposes that Agency briefczges. be serially
rumbered to provide positive identification of the briefcase
when determining ownership.

Evaluation of Concerned Qffice:

The Administrative Staff, lLoglstics on 15 December 1955
sgtated? "This office does not concur with the suggestion
for the following reasons:

k. It would be necessary to establish end meintain
8 file of issued seriasl numbers to insure that s number is
not assigned to more than one of the items., The establishment
of such a file would involve an unnecessary additional expernds
iture of manhours at thellllilllond the Building Supply
Cffice. A brlefecase i1s nomally considered an 1tem of
veraonal equipment such s clothing, pen and pencil setas, ete.,
and it is always the responalbility of the individusl to gce
count for items of personal equipment per present Supply
Procedure.

2. It 18 felt that from a Security aspece, it would
not be feasible as no other Governmental activity uses a
similar system; therefore, this Agency would be consvicicus
by adopting such an unusuel procedure. Disapproval for
adoption was recommended,

Fecommendation of Executive Secrehery:

Disapproval.

CIA INTERNAL USE ONLY

~51-

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1



STATINTL

Approved For Reled9#2001/07/31 : CIA-RDP80-00832A000396010026e

CIA INTERNAZL USE ONLY
Suggestion No. 2009

Date of Suggesticn: 10 Ocvober 1955

I I WB-9

A,

Cerpenter
Summery of Suggestlon:

Suggester proposes boxes for naile be attached Lo tablee

vhere carpenters work. This would replace present system
of using individusl boxes of nalls which are often fturned
over and "never seem to be at the rigat place.!

Evaluation of Concerned Offlce:

The Administrative Staff/OL on & December 1955 suatel:
"The attechment for holding nalls on the nalling table has
giready been instaelled atthe Weshington Depot ab which ap-
proximately L men work. This prectice of having nails in
separate compertments around the teble does not expedite
work, nelther does it save time a3 previously most of the
workion  carried thelr nails in aprons oc in smell boxes.

"The convenience of heving naile right et the paint
the wman is nailing and he does not have to worry sbout an
epron or & box is more of & morale facteor which tends 1o
eliminate Tatigue that may be brought about by having the
welght of nails in agron arocung his body, or fxrom having
o plck up & box and carry it to sacther location when he
is sent elsewhere to work.

"As brought out sbove there 1z no way to evaluate this
suggestion from & monetary or tine element stendpoint as
very little savings hes resulted from its use at the Depot."

necommendation of Executive Secretery:

Adopt. $10 awerd based on lntanglble benefite.

\d
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Suggestion 2067
Date of Suggestion: 17 OQctober 1955

starnTt Persomel  Classifier  G8-11

A. Summary of Suggestion:

It hes been proposed that: (1) the Agency telephone
directory be published memi-snnuelly. {2) Clean out 1listings
of employees who have left the Agency.

B. Eveluntiom of Concerned Offices:

Pert (1) 1s a duplicate of suggestion 1185

Part (2) The Office of lLogistics on 21 November 1955
gtated: "The wuheolete listings cited ere the nemes of for-
ner employees of the Office of Personnel. The Administrae~
tire Officer responelble to report such changes has been
notified and cesurence gilven that corrective action would
be teken immediately. Disapproved for Adoption,"

29 Hovember 1955 the Incentive Awards Steff

STATINTL Per conversation with | 0ffice of logistics:
He stated that suggestion 41id contribute in the smount of
gtimulating action to correct errors in listings in Personnel
Office. Stated that evaluation ghould have read -nThmw:m
suggester for his idea but believe it warrents nc awerd."

C. ERecommendacion of Ixecutive Secretary:

Adopt part two of suggestion. Letter of thanks.

g

*
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Suggestion No. 2075

Dute of Suagestlion: 12 Qectober 1955

A.

Summery of Suggeestion:

The suggester proposes that leave balonces be made
freely available to all employees at all times without
time consuming and costly memoranda of Justificetion.

liveluation of Concerned Office:

The Comptrcller on 17 Hovember 1959 stated: "Thals
office hag been engaged for some time in a astudy of procedures
for the maintenance of annual and sick leave records of indi-
vidual smployeez. One of the fectors of which we have been
mindful 1n this connection is the desire of most employees
to have easy access to informstion concerning current leave
balances; we realize that the present procedure for furne
iehing leave balances 1s unsatisfactory from the viewpolont
of nlany euployees.

"Any action that may ultimately be taken by the Agency
to make leave information more eesily available to employces
will be taken upon the bagis of the above study.

&R

"In the circumstonces no part of this guggestion nakes
any 8dded contribution, and it is recoummended that it be
disapproved.® :

Racnmuendation of Executive Secretery:

Disepproval.

CIA INTERNAL USE CNLY
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Suggestion No. 2080
Date of the Suggestion: 13 October 1955

sTaTINTL N  Venegement Steff  Acting Chief  G5-13

A. Summary of the Suggestdon:

Suggester proposes that the following steps be taken concerning
the handling of classified trash when it is removed frem the build-
ings.a

1, Pickup schedule be varied from day to day so that
the trucks arrival st a given point may not be so readlly
predictable. .

2, That the trucks used for the purpose be provided with
s steel gate to be closed and padlocked st all times when the
truck is in motion or stopped to make plckups. (suggester
cbgerved that the truck is insufficiently guerded and trash
wag easlly removeble from the truck when 1t is stopped st
pickup pointa.).

Be Evaluation of the Offlce Concerned:
The Office of Security om 22 Merch 1956 stated the following:

" Arrangements have been made for the installation of gates
on the rear of the trucks, However, this is not the result
of the sttached suggestion. This office requested the gates
from the Transportation Office long before the suggestlion was
received. The delay is due to going through the proper channels
and the waiting period for installation ox possibly the
sssigmment of a new truck with gates already installed.

“Until recently, the Building Securlty Brench had one (1)
Security Officer assigned to the Classlfled Waste Progrem.
There was no slot on the TO for additicnel persommel, even though
the volume of material and the number of bulldings increagsed '
considersbly. As a result, we were scmewhat vunerable on
occasion. Our TO has been changed and we have been allobted
one (1) sdditionel Security Officer who has been assigned 1o
the Classifled Waste Program. The suggestion hed nothing
to do with correcting the situation., However, it is the
opinion of this office thet the suggester should be commended
for his observance of the situation, and his conclusions.”

C. Recommendation of the Executive Secretary:

Disapproval 6 \L ’

CTA INTERNAL USE ONLY
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duggestion lo. 2060

Date of Suggestion: 29 September 1955

A. Pummary of Suggestion:

Suggester proposes the following:

1. §Some corrective ectlion be taken sbout mud along
the walk in front of I, J, X, L, Blds.

2. An overpess be constructed acwoss Indepeadronce Ave.
at the Cross walk coming frou between ¥ and L. Bligs.

B. Evaluatilon of Concerned 0ffice:

27 January 1956 The Aainisivative Steff, Office of
loglistice stated: "With reforencze to part 1 of Suggestlon
No. 2000, cn investirgation wade by thie office reverled thst
catca basin dreine in thils area were clogged and the over-
flow of weter caused the asccumulation of mud. MNatlonal
Capltal Parks hae been requested to mekes periodic inapectione
to ensure that drains are kept clean and in proper working
ordear.

"With respect to part 2, the Natlonol Capltal Pexke informed
this O0ffice thet funde for the construction of an cverpass
across Independence Avenue are not available and that the
Keticnal Cepital Parks and Planning Commission would nod
approve puch a project. .

Since part 1 of tuls suggestion led to elrrective
action being token, 1t is recommenled that a minimum oward
be igsued.

C. Recommendation of Executive Secretary:

- Adopt - $10 sward baced cn intangible benefits.

CIA INTERNAL USE CHNLY
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Sueggestion No. 20k2
Date of Suggestion: 16 Septenber 1955

A. Summary of Suggestion:

It 1s suggested that flle clerks remove all steples from any
plece of guper degtined for the fiies end waich will be held in
that file with a metal file binder. While no greet savings of
drawer epace wlll result {rom such sction, many drewere chould
gain from 2 to 3 inches of useful space, in addition to other
adventages as casler removal end replacement of file folders.

A little investigation reveeled that most staples go inte
the upper left corner of moat pepers, which when piled on top
of each cther,create this bulge. This particular folder wes mesaur-
ed and found to be spproximetely 2-1/b inches thick at the bulge.
The staples were removed, the corner again meagured, thisg time
for a thickness of sbout an inch - and the folder is aow flat
and of uniform thickness. These surplus ateples are enclosed.
As can be seen, a single staple requires little room, but when
piled on top of each other, add up to considersble waste space.

B. ZIvaluation of Concerned Office: 17 Octeber 1955 - Records Management Staff

nThe suggestor proposes a deviation from recognized filing
gysteze in that 1t 1s considered practical to staple each unit
of metexial consisting of two or more Papers relating to a particular
trangaction togetner. Such maintenance techniques facilitate
servicing with respect to filing and withdrawel for reference
PUXLOBEs .

T4 is recognized that the suggestor has uncovered a situvation
which cn the surface appeers worthy of investigating; however,
euch lrregulerities are normally iscleted msintenance Problems.
The above was confirmed when s recheck with the puggestor, vis
therTAN Btuff revealed this situation exists iu the suggestorts
working area, to the extent that 4.5% of the total file series
are of the category involved. (2.5 ft. ve. 56 ft.)

"On the bagis of the unit cost for e legel size csbinet gpafe
(4237.29), o savings of $2.47 is reaiized Tor each inch of filing
goece saved. Using the suggestor’s estimate of 56% of savings
realized in the folder analyzed, an initial savings of yh1.50
in his office would be realized. However, it is the opinion of

CIA INTERVAL USE ONLY
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Sugpestion No. 2042 Cont.

the undersigned (Chief, Records Menasgement Steff) that such
pavings would not compensate for additionel malntenance expenses
such as rewoval of staples, assembly time in case cfwithdrawal
for reference, plus the alteraticn of an ingreined clerical
technique. In view of the ebove analysis, thils suggestion cen=-
not be favorably congidexred.n

C. Recommendation of Executive Secretery:

Disapproval.

OIA INTERNAL USE ONTY
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SECRET

Suzgestion No. 2045

Duote of Suggestion: 20 September 1955

2oca Gommo G613

Al

Summary of Suggestion:

The suggester proposes that the code &signation of the
inherent sterility of each item of stock be ineluded in the
item nomenclature. If the inherent sterlility diifers with
the procurement channel, the applicable sources and sterili-
ties should be shown.

Evaluetion of Concerned Qffice:

The Office of Loglstics on 2 December 1955 commented:
"This suggestion cannot be favorsbly considered. Any sttenpt
to indicate sterility as part of the nomencloture would be
misleading, as well as confusing, to the requisitioner since
there are meny factors involved in establishing sterility
conditions {or material. There is hardly a situation in
which Logistics can definitely determine the “inherent”
sterility of an item, as given by the sugzeater, vrltll the
procurement chonnel has been determined. For instance, such
lmpele items as office supplles may arvive at one time in
commercial containers which would be considered as pgoverament
sterile and the next delivery of the same item could come
with government markings on the containers, etc., which would
allow ouly Agency sterllity to be applied. Recommend Disap~
proval for adoption.”

Recommendatlon of fxecutive Secretary:

Disapproval.

SECRET

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1



- ——

Approved For Releawe2001/07/31 : CIA-RDP80-00832A000395010020-3

CONFIDENTIAL
Suggestion No. 2040
Dute of Suggeetion: 15 Septewber 1935
25X1A I ORR GS-1h

A. Summexry of Suggsstion:

The suggester proposes thet in llen of the present
conference~type briefings and debriefings, & tope recorder
be used to reccrd questions and requirements.

B. Tvzluation of Concerned Offices

Office of Research end Reports comaented on 14 Qetoher
1255: "Tais suggestion ls dlsapproved for adoption, sivue
1+ would diminish tie value of briefings end gince an alterna-
tive, for those who do not wish personmlly o gpend the tlme
for shtending briefings under the present syste, is alrezgdy
in exiptence. One major adventaege of face-to-face briefings
would be lost, namely, that the queationer cen ask certaln
key questions and the: develop edditional questions based
on the answers to the rirpt. Also there would be little
opportunity to develcp an impreseion of +he compsztency of
the individuel fiom seeing end wetching him enswer the
question.”

¢, Recommendation of the Executive Secretery:

Disapproval.

CONFININTIAL
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CIA IINTERENAL USE ONLY
Suggestion No. 2036

Date of Suggestion: 1 September 1355

_ Central Relerence ¢8=9

A. Summery of Suzgestion:

The suggester proposes to reduce the cost of printing
Form 60-41, CIA Library Loan Service Request and Charge Sheet
by making the yellow copy the same weight and content as tue
following pink and white copies and by eliminating all
printing on both the yellow and blue copies except for the

.
"

Charge Number end the shodow printing oo both copiss.

fal

B. Evalustion of Concerned Oifice;

The GIA Libyarian commenCed on 1¢ Octovber 1955:
"Drior to the receipt of this suppeetbion, an order wae placed
for o revised printing of Form G0-41l. Thie revision has
already incorporated the suggestion to the extent that all
copies beyond the original will not be printed except to
inelude some 'shovow! printing on two of the five copies.”

(1]

Recomnendetion of Bzecufblve Secretary:

Disapproval

CIA INTERNAL USE CNLY
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CONFIDENTIAL

Suggestion No. 2020

Dote of Su estion: 20 August 1955
osx1a I Somptroller 65-1

Ao

c.

Summagzy of Suggestlon:

The suzgester proposes that the Agency utili:e and make
mondatory first class family plen tickets for domestic air
travel.

Evaluatione of Concerned Offices:

The Adminigtrative Staff, Cffice of Logistics on #l
October 1955 stated: "It is velieved that in consideraticn
of the fact that the Agency nas, since 1ts inauguraticn,
ubitized family plens for air travel, whenever possible,
this suggestion made no added conitribution to Agency policies
or operations. Suggestion already in effect and no part
of suggestion makes added contribution.

The Office of Pergonnel on 4 Novemher 1955 commen’ied:
"yith reference Lo that part of the suggestion which recom~
mends the issuance of a regulation requiring the use of tue
Family Plen, it has been our experience that there is suf-
ficient advance planning in much PCS travel to allow for
plaming travel for Mcnday, Tuuisday, or Wednesday. However,
there are cages in which cover considerations, types of |
travel, and destination preclude adherence to such a rule.
Consequently, we do not believe that such a mandatory
requirement is feasible. Already in effect and no part of
the suggestion makes acdded contributlion.”

Recomendetion of Ixecutlve Seecretary:

Dipazproval.

CONFIDENTIAL
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Suggeation No, 1995
Dateof Suggestions 26 August 1955
25X1A ] Logistics, Supply Division GS-9

A, Summarvy of Suggegtion:

11, S8uggest an addendum to be inserted along with copy of
purchase Order or contract to read:

A. To effect prompt receiving of your shipment and
processing of your invoice for payment, it is suggested
that the following steps be taken prior to shipping.

i1.) Our item number, your part number and packags
quantity be marked clearly on all items in your
shipment.

2.) Corresponding numbers and quantities as detailed
above be reflected on your involce or packing list.

3.) Show clearly on item, invoice, and packing list,
all substitutions for original items ordered,
(where allowed),

L+) The above should not be construed as a requirement,
but as a suggestion only,.

2, Past experience has shown that many man hours are lost by
Storekeepers (Receiving) in properly identifying large shipments of
small items, (For exsmple, spare parts for communication equipment,
automobiles, typewriters,; and shelving, etco.). In many instances
the Receiving Office must call upon the requisitioning office for
technical assistance, which is not always readily avallable, Many
times additional man hours are lost due to errors, which have to be
corrected by amending the originael paperwork, again costing more to
the Agency.

3. Mosgt vendors allow discounts for prompt payment ou their
invoices. In some instances discounts have been lost due to reasons
aforementioned.

Lo Advantages:

A, Educating the vendor to identify his item by marking to
correspond with ordered item.

B. ' An improvement in recelving operations and a saving of
numerous man hours lost in identification of items.

' C. Better relations with vendors, in that invoices would
be promptly processed resulting in quicker payment therecf,

Approved For Release 2001/07/31 : CINFIDP¥8I88832A000300010020-1
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Suggestion Ko, 1995 (Cont'd)

L, Agency taking advantage of 211 vendor discounts for
prompt payment.

5. Adontion of this suggestion should prove beneficial to
all concerned,"

Be Twaluation of Concernad Office:

The Chief, Administrative 3teff/OL steted: (22 November 1955)

"Item 1. During the past severzl years similar arrange-
ment of requesting contractor to show item number, etc.,
including stock number, was tried for standard stock items,
This nrocedure did not nrove to be very satisfactory anc es
of several months ago wes dronmed. The basic problems
involved were security/sterility, non-cooveration, and
irconsistency, In some ceses the contrector would not cooperate
at all end flatly refused to incicate the item number, stock
number, &tc,, vhile in other cases the contractor far exceelel
vhat was requested and would indicate the iten number, stock
mirber and in some cases stam: the stock number and item
number on to the item itself, thus making it im~ractical for
such items to be issued other than on a non-sterile besgis,

"Item 2. While this suggestion has some merit, it is
doubtful that it would he worthwhile in view of past exnerience
with similar errangements,"

C. Recommenfation of the Txecutive Secretery:

T'igapnroval,

_ CONFID™ITIAL
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CIy INT?.LI UST CILY

Suggestion Mo, 1294

Date of Suggestion: 26 August 1555

STATINTL T TLogistics, Supnly Division GS~-9

A.

B.

summary of the Suggestion:

"It is my suggestion that one of t:o methods or nossibly a
combination cf Doth be used to eliminate mossible taste cue %o
expiretion or deterioration. Roth methods are outlined below:

A,

Ba

Items with explration or deterioration neriod will be

stocked at the lowest level nossible, This level will
be governed by both the normal three or six month
requirenent and the lead time required for purchasing.
Quantities on hand as entered in the stock status reoort
will be broken down accarding to exniration dates. The
eatalogue notes thoge items with deterioration and exmiration
dates tut insufficient attention is »21¢ to these notes;
therefore, it would be nreferable to limit the quantity of a
item in stock ané state in the catzlogue under each item
subject to Ceterloration that quentities ordered in excess of
a set figure ill be back ordersé or deleted according to

he discretion of Chu.ef, Logistics. “hen more than one
requisition c:lls for substantially more of an item carrying
exniration dates than is presently in stock, then a partial
snipment will be mace to each requisition and »urchasing will
immediately institute orders to comnlete the shipmints olus
filling the minimum stock level. *ith the noting of
exnlration dates on stock status reworts, »roner stock
levels, the governing of quantities requisitioned and
incressed back ordering, it is entirsly possible that
no further waste will occur cdue to deterioration or
exniration.

Require that 2ll installations using exniring items submit

a realistic and basic forecest on all items subject to
deterioration or exnirstion. Inform 21l instsllations that
baseC on thelr forecasts; the Cffice of Logilstics will
purchese anc stock on a quarterly or ssmi-annuzl hasis, If
the installation falls to recuisition the amounts stated

in their forecast, then Logistics will charge their particular
allotnent for the unusel cuantity unless they have bteen able
to dispose of the iltem tlrough some cther chennel,"

Tvaluation .of Concerned Office:

Cffice of the Chief, liedical Staff states: (28 dctoher 1955)

"The Medical Staff Coes not feel that these nrocedures are

avpropriate in regard medical items., Although levels of

Approved For Release 2001/07/3{,: ¢}A-ROP80,00832A000300010020-1
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Suggestion No. 1994 (Cont'd)

perisheble drugs are maintained at as low a level as is
possible, there is no way of determining the life expectancy
of an item until it is received.

MThen received, the material may have a life potency of
anywhere from two months to two years, “'hen requisitioning
from the Armed Forces, items with long expiration dates are
requested; however, this request cannot be honored at all
times, and back-ordering does not necessarily ensure long
expiration dates, In most cases, it would be more costly
to return the material then to keep it, Therefore, in regard
to medical materials of perfshable nature, the Medical Staff
cannot see how this suggestion can eliminate waste other than
through procedures now in etfect. In all Agency supply depot
facilities, medical personnel are assigned for the purpose, in
addition to other responsibilities, of ensuring rotation of
perishable medical supplies,!

Office of Logistics, Administrative Staff states: (17 Nov., 1955)

"The situation described in this suggestion has been
recognized by the Office of Logistics, and corrective action
was effected arproximately six (6) months ago, through the
lowering of levels on all items having expiration dates., The
cost of maintaining a central file of expiration dates on
each item affected would be considerable greater than any .
foreseeable loss occasioned by failure to use items within
expilration dates.

"In regard to reference "B" of the suggestion, installations
do not and should not forecast expendatle items. The items under
discussion are such that requirements are not normally firm
enough to give quarterly or semiannual data on which procurement
action could safely be initiated. However, this will not affect
supply action as the items mentioned in the suggestion are
readily accessible through commercial channels without undue
delay, This suggestion would not improve the present procedure.

"Suggestion already in effect and no part of this suggestion
makes added contribution.”

C. Recommendation of the Execubive Secretary:

Disapproval

TA INTSRNAL USS ON
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CONFIDENTIAL

Suggestion No. 1973

Date of Suggestion 5 August 55

25X1A ] OSI/SAD Intell, Officer (S=9

A.

Summery of the Suggestion:

Number 1973 proposed that CIA/FDD Reference Aid 29 of
31 Merch 1955 be downgeaded to unclmesified end that copies
be given to,all contract trenslatcrs employcd by SIA.

Evaluation of Concerned Offices:

O/DDI on December 30, 1955 stated: '"One result of this
suggestion, however, hes been to have FID send a memo to the
CIA Classification Control Officer declessifying FDD Referance
Aid No. 29 when the refervence to CIA is removed. This was
specifically guggested in 1973. Tais wiil resuld in wider
distribution of this Reference Aid end it should be a help
to all contract trenslators. It is dAifficuli to rut a
monetary evaluation on this pert of the suggestion but BUZ -
gest the Bosrd consider a nominel cash awerd."”

Recommendation of Exesutive Secretbary:

Nominel eward of {15 for a suggestion with intangible
benefita.

O

CONFIDENTIAL
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Suggestion No. 1960

Tete of Suggestion: 1 Augush 1955

I e 65-9

A.

C.

Summery of the Suggestion:

The suggester proposes that a flashlight be made avail-
eble for the use of the individusls who et the end of each
work day must perform the Division Security check.

Evaluations of Concerned Offices:

Tae office of Security on 22 September 1955 stated:
“ne bagic idea of ueing a fleshlight as an gid in conducting
the Staff Duty Check has some merit. However, from a praciis
cal standpoint, this office is of the op¥nion that the
initial and subsequent costs of equlpment and replaccment
of parts could not be justified on an Agency-wide basis.
Disepproved for adoptica,"

The Office of Logistics on 22 November 1655 added:
e the time of repair, replecement of batterles, and sccount-
ing for this non-expentable property would far outwelgh
any value to be gained, 1t is recommended that the suggestion
be dipepproved for adcption.”

Decommendation of Executive Secretary:

Disapprovel.

CIA INTERNAL USE ONLY
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CIA INTERNAL USE ONLY
Suggestion No. 1957

Dete of Suggestion: 27 July 1955

STATINTL o -9

A. Summary of Suegestion:

The suggester recommends improved coordinstion of divie
glon typing cepebilities in ORR. Branches axe to report,
weekly and in edvance, menhour requirements end availebility
for typing., The Division will determine work loade and
priorities and allocate typing time accordingly.

B. Eveluations of Concerned Offices:

Office of Regearch and Reports commented cn 16 Septenber
1955: "This suggestion makes no cdded contribution to
division administration. Necessary pooling of resources is
considered a normsl port of a Division Chief 'sresponsgibilities,”

D/1 (Aémin) added on 12 Qetober 1955: "Although a
formal system for the allocetion of typing time is not asstabe
lighed 1in every Division, nevertheiess, i% is a general

ractice to moke every effort to make meximum utilization
of aveilable typing help."

C¢ Recommendation of Executive Secratnry:

Dissyproval.

CIA INTERNAT USE ONLY
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Suggestion No. 3§§Xiv
Pate of Suggestion: 27 July 1955

et -5 Osse Officer

A, Summary of Suggestion:

SBuggester proposes that the fence be sltered along the
north side of Tempo I, J, K, and L bullding to provide access
to two fire alarm boxes and one fire plug for anyone outside
the fenced area. At the present time these are within cone-
fines of fenced area and inaccer-ghle to the general public
and fire companies for whom they were degigned,

BD. Bvaluations of Concernud Officeg:

27 Beptember 1955 - Office of Security recommends adopticr
of suggestion and requests that Logistics take arppropiiate
action.

9 March 1956 - Office of Logistics stateg that proper
action will be taken to effect necessury alterations.

C. XReccmmendation cf Execubive Secretary:

Adopt, $15 award based on intangible benefits.

\%/.

V

CLA INTERNAL USE CNLY

23

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1 .



Approve@or Rele\aje 20%(91/%@%5%-@9@9%00@001002\1!{

: +

Tate Submitted: 18 July 55

A. Summary of the Suggestion:

Waerever possible, modify'forms which have to be mailed so
that they will fit into window-type envelopes.

B. TFvaluation of Concerned Offices:

Torms Management Branch Dated 18 oetober 1955: "When security
permits, Agency forms are presently being designed to fit window
envelopes, provided, complete facts relative to forms usage axre
made known to us when a forms action is processed.”

Comptrollerts Office dated 16 JanuAary 1956: %This suggestion
rertaining to the use of window envelopes for the +ransmission
o° certain forms by the Fiscal Mivision ef this Office, has
already been placed in effect.

"The form that is used the most, as veferred to by the sug-
gester, has been vevised for use with window envelopes {reference
Torm No. 853- 1 December 1955 ).

w4 ig estimated that the use of window envelopes in this
achivity by the Fiscal Division, instead of typing envelopes,
cffects an annual saving to the Agency of approximately $50.00.
The principle of this suggestion may apply to other operations
“hroughout the Agency and should be referred for general consid-
eration.

“Tt ig recommended that the employee be commended for the
initiative and interest shown toward the improvement of Agency
operations and be given the appropriate award for the suggestion."

¢. Recommendation of the Fxecutive fecretary:

Award of $10 based on tangible savings.

[) CIA INTERNAI USE ONLY
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CONFIDENTIAL

Buggestlion No. 1922

Date of Suggestion: 12 July 1955

I o o2

A

Summary of Suggestion:

The suggester proposes the construction of an alecove
Tor visitors at the entrance to the regtricted area on the
2nd Floor N.W. corner of M Building so that visitors may talk
to the receptionist without blocking traffic ot the gate.

Evalutions of the Offices Concerned:

The Office of Current Intelligence commented on 26 July
1955: *if this suggestion 1s adopted, it will take gpace
away from some other activity for the sgole purpose of
accomodeting casual visitors who are required to stend back
and permit free access Yoo Wie Canter. It seems that under
the preeent stringenci=z in the space situation, 1t is
not wise to adopt this suggestion.,

The Office of Research and Reports on 14 October 1955
stoted: "This Office does not believe the suggestion should
be adopbed."

Recomnendetion of Executive Secretary:

Digapprovel.

CONFIDENTTAL
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Suggestion No. 1884

STATINTL _ Research and Reports Gs-12

Geographer

Tate of Suggestion: 20 June 1955

A,

STATINTL

o

Summary of Suggestion:

Suggester proposes that a D/GL (Msp Library Division)
representative visit each room in Building 11 once a
week to pick up loan returns of maps, atlas's etc. This
would speed up return of loans and remind people to return
materials no longer needed,

Evaluations of the Concerned Offices:
The Geogrephy Divsion on 18 October 1955 reported that:

"The standsrd practice of all branches in the Division
is to return all maps whenever the project is finished--
that is to say, as soon as the manuscript is sent to Repro-
duction. Everyone in the Division recognizes that there
are a few maps, but only a few, in his map drawer which
should possibly be returned, but since 1 January 1955 return-
able maps in map drawers have been kept at & minimum.

"The point of merit in the suggestion will be incor-
porated into the standard operating procedure of the Divi-
sion, To wit: +the Division Chief will remind the assembled
branch chiefs 4 times a year to please check their map draw-
ers and return redundant meps."

I o 7 February 1956 stated:

"The suggestion did serve to point up the problem and
8s a result the Chief, D/GG does remind his branch chiefs
four times a year to return borrowed wmaps, etc.

"The solution suggested, however, was considered imprac-
tical and was not adcpted.

"If celling attention to a problem qualified an indivi-
dual for award then certainly the suggester is entitled
to a nominal award.®

Recommendation of the Executive Secretary:

Adopt. Letter of thanks, Although suggester's proposed
solution was considered impractical, he called attention to
a continuing problem and caused provision to be made for
issuance of quarterly reminders to return borrowed maps.
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Suggestion No. 1870

STAT|NT|—_ _ Operations Branch chief @S-1h

Date of Suggestion: 16 June 1955
A. Summary of Suggestion:

Suggester proposes more effective use of bulletin boards
and posted material i.e. each sign should be accompanied by
& notice reading "post until ",

e

B. Evaluation of the Office concerned.:
On 12 Januery 1956 the Office of Personnel stated:

"Upon review, it is cur opinion that the use of expira.-
tion dates to assist in insuring the removal of obsolete

material from Agency bulletin boards will be hel: « Accord-
STATINTL inly, roposcd Negulation RN o.r s
on candination, will be amendeq to include such a provision.

"While adoption of this suggestion will result in some
benefit insofar as the malntenance of bulletin boards on a cur-
rent basis is concerned, it is impossible for us to predict
any actual monetary savings. In view of this fact and the
suggester's own notation that no reward is anticipated, it is
reccnmmended thet he he given a 'thank you' letter but no cash
award."

C. Recommendation of the Executive-Secretary

Adopt. TLetter of thanks.

v

CIA INTERNAL USE ONLY
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CIA INTERNAL USE ONLY

Suggestion No. 1857

Dete of Suggestion: 7T June 1955

STATINTL ] DOP/FI Deputy Chicf Gs-13

A. Summary of Suggestion:
Suggester proposes the installation of signs in the

cashier's office for the Insurance Branch which will indi-
cate which transactions are handled at each window.

B. Evaluations of the Concerned Offices
The Office of Personnel stated on 11 April 1956 that
such signs were ordered on 21 March 56. Although they had
been planned for earlier, this suggestion is credited with
bringing about action. No monetary asavings are anticipated
but some increase in convenience to customers will be realized.
C. Recommendation of the Bxecutive Secretary:

Adopt. $15 award based on intangible benefits.

) Ks
e

CIA INTERNAL USE ONLY
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CONFIDENTIAL
Suggestion No. 1855 .

Date of Suggestion: 6 June 1955

A, Summary of the Suggestion:

Suggester proposes utilizing a mechanical method for
loceting openings in the radio frequency spectrum.

B. Evaluations of the Concerned Offices:

The Chief, Epecial Register, OCR on 5 April 1956 stated:
25X1A "since submitting | sugeestion, developments within
the Branch have taken place which make it as difficult to
evaluate now as it was last June.

"During the past few months, the Radio Statlons Branch
has been in the process of revising its radlo frequency usage
file (a file of IBM cards maintained in order by frequency ).
While this revision is underway it is not possible to put
25X1A suggestion into effect.

"The Branch has been averaging four requests per month
of the type (location of spectrum openings) to which NN 25X1A
idea is appliceable. The original estimate of the time ratio
of eight analysts'! hours to one machine hour is still reason-
ably valid. Due to some progress in developing procedures it
has heen found that analysts have been able to process this
type of request in about one day as opposed to the two day figure
given in the original presentation., If this new figure were
applied to the average number of requests the saving would amount
to 28 anslysts! hours per month or about $85.00.

"It is realized that the above re-evaluation is still
theoretical just as was the original one last June. However,
we are now even more certain of the ultimate usefulness of
B -.cccstion in servicing requests of a very important
nature. About 50% of the requests are received on a 'crash'
basis, thus the real value of each hour saved seems to be
indeterminable.

25X1A

"In view of the above, and to prevent further delay in
processing this sugpestion, it is strongly recommended that
25X1A B b civen s reasonable, average award as suggested by
the OCR Executive.”

CONFIDENTTAL
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CONFIDENTTAL

Cont. Suggestion 1855

25X1A on 1 May 1956 [N OTDI (Admin)

recommends award based on tangible savings noted in paragraph .
three above. ‘

C. Recommendation of Executive Secretary:

Adopt. Award of $55 based on tangible savings of $1020
per year.

25X1A

CONFIDENTTAL

2.
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Date of Suggestion: 17 Mey 55 )
Suggestion No: 1613

25X1A

A. Bummary of Suggesif

B,

Clerk as-4

With the help of e Nitto machine, one person cculd covers
sheet ap many documents as two persons con do entirely bhe hand;
1t would he especially helpful in the soversheeting of large
vuuches when the field symbol and date a=e the seme on all the
documente. All the clierk would have to Qo by hand would be to
flil in the document nunber. Although the machines must be
terribly expensive, it is belleved the saving of clerleal time
would Justify the cost cver a periud of time.

Eraluations of Conecerned Offices:

31 May 1255 the Eveluation of the Records Integration
Division recommended adoption with minor modification.

26 August 1955 the Office of Logistics stated: "The basis
of the suggestlon is that large quantities of coversheets are
required that contain nearly identical informetion. All entries
on the coversheets are made by hand or rubber stamp. This is
a glow and time coneuming process.

"With the ald of a Ditto mechine, 1t is proposed to cut a
magter contalining commnon informetion to many coversheets. This
information 1s then printed on the coversheets by the Ditto
at a fast rate of precduction. Informetion, such as document
nunbers, which is not common to all coversheets can quictly
e entered by hend,

"It is not desirablz to do this pre-printing at & centraliced
printing facility because of the diverslty of covershests, docuw
unents, information to be printed, etc..

"In terms of savings, 1f the Ditto can replace an employee
ag implied, the machine will amortize itsell in s few months.
Ciher than this, this Division cannot furnish more specific
infoxmation a8 to Agency benefit expected from the adopiion
of the employee suggestion.”

b Januery 1956 The Records Integration Division stated:
"At the time the subject suggestion was evaluated in RI, an
esbimate of the sevings lnvolved wes difficult to determire.
Since that time, however, & epirit duplicating machine hes been
chiained and has been found to save approximately ten (19) hours
per week of a GS-5 employeet

CONFIDENTIAT,
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fugrestion No. 1813 Continued:
Tnoentive Awards Note: 1€ March 195‘:5 & Telephone Uon-
25X1A versation with NN Cvief, RI/FI reveals ihat

this suggestion nct within jod repponsibility of suggester.

C. Recommendation of the Executive Secretary:

Award - $50 based on tangible savings of $915.20 (10
hours per week = 520Vannually X L.T6 GS-5 bese )

oV

CCNFIDENTIAL
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CIA INTERWAL USE ONLY
Suggestion No. 1790

Date of Buggestion: 11 May 1955

STATINTL i Scientific Intelligence GS-13

Analys?t
A. PBumary of Sugsestion:

Sugzester proposes that "Yeep Off the Grass™ Hlgns be
posied on the cirele in front of Barton Hall and othsr places
in the aresa.

B. Evaluation of Concerned O0ffice:

Administrative Staff, 0iflice of Lozistics,29 Februsry
165€ stated: "It was determined that responsibillity rests with
Natlonal Capital Perks and that Agency has consesnted to furnish
pnd install sultable signe prohibiting short-cuts where requir-
ad.

"The guggester is to be commended for hls lnterest in
the appearance of the giwounds gurrounding Agency buildings."

C. Recdommendation.cf the Executive Secretary:

(éﬁﬁﬂﬁ—: Thank you letter.

oF

>

CIA INTERNAL USE CONLY
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CIA INTLRNAL USE OWLY
Buggestion No. 1765

Dote of Suggestion 28 April 1955

STATINTL I Comptroller 06-12

A. Summary of Suggestion:

The puggester propoges thet Agency |||  STATINTL

be amenficd by adding "A physicel exeminetion is requlred
of all dependents of an employee, who ere to accoupany the
employee, prior to overseas essignment.”

B. Evaslusbion of Concerned Offiza:

Evaluation of 5 May 1955 by the Medical Staff states
subject suggestlon coineides with a procedure which hes
been recommended by the Medical Staff for seversl years.
Tt has been periodically considered by the operating offices,
but only recently has received any degree of support.
Therefore credit for en original concept could not be
given to the employee gubmitting this suggeation.

C. Recommendation of Executive Secretury:

Disepproval

CIA INTERNAL USE OWLY

=36
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~ CONFIDENTIAL
Suggestion No. 1731
Date of Suggestion: 14 April 1955

A. Summary of Suggestions

Suggester proposes that the work "Enclosure" be imprint-
ef on a1l name check forms {of all agencies) at tis:lower
right hend corner. It is the present practivte Lo msnually
atagp "Encl" on each form.

B, IEvaluation of Concernsd Office:

Records Mansgement Staff on 28 February 1956 stated:
"To adopt this suggestion as proposed would involve contessing
at leasgt 25 to 30 diffevent egenciles consuming meny men hours
with no assuyance that all of them would ecoperate., However,
it was reccgnized that the suggestlon had merit and tha*t there
wes & problem thet should be ressived.

"The Simplex Time Recorder (o. was contacted to verify
that & machine could be prycured thet would stemp "Enclosure"
end number the enclusures &t the game bime. This process
would eave an estimeted 134 hours snnually. Based on the
hourly salaxy of a GS-0 clerk the annual tangible savings
would amount to :$320.26.

"Chief, RI was briefed on the machine and he asgreed thab
1% would eliminete their problem. The machine is being procurcd
and the new pracedure adopted.

"Bosleelly the stemping process was not the suggeetion,
howsver, 1% is feld thait the suggester did bring the problen
4o the atiention of resgponsibile pecple wuich resulted in
a solution. The suggester sbould be considered for an sward
pased on the annual Javings.”

Ingentive Awagds Note

 The inivlel cOst of the machine used in this new proeedure
is $3h8; however the ugst was not considered in thie caee as
the life expectancy of the machine is indefinite.

C. Recommendetion of Exescutive Secretery:

Awerd of $20 based on ennuel tenglble savings of $320.26,

\g) f CONFIDENTIAL
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CONFIDENTIAL
Sugzestion No. 1721 .

Date of Suggestion: 12 April 1955

25X1A ] Scientific Intelligence TAC (Capt)

Intelligence Officer
A. Bummary of the Suggestion:

The suggester proposes that in all issues of the MIRA, EEAL,
and other accessions lists, the tables of contents and/or
abatracts are given in both English and the language of the
periodical publication, euch as Russian, Bulgarian, etec. Since
the lists are especially intended for use by Government person-
nel, the inelusion of the foreign language is entirely unnecessary.
Any user if he has doubts regarding the accurscy of a transla-
tion, can order the periodical,

B. Evaluation of the Conzerned Officey

On 1 Decembaer 1625 the Deputy GIA Librarian submitted this
evaluation:

“"The CIA Library has now cbtained approvel from principal
using offices in CYA for spplication of Suggestion 1721 to the
"~ Monthly List of RBussian Accessions produced by the Library of
Congress under Agency sponsorship. Henceforth, transliterated
versions of the tahley of contents of Russian periodicals will
be omitted from Part B of the MIRA.

"The Library of Congress has had two months of experience
with the suggested change and continues to estimate that an annual
saving of $5,000.00 will result. The change and savings stem from
Suggestion 1721 ard we recommend that an appropriate cash award
be granted suggester for his contribution.”

C. ‘“decommendation of the Executive Secretary

Adopt. The tangible savings of $5000 would normslly
entitle the suggester to an award of $150.00. A cash award
o cannot be granted in this case because of his military position
i% ) (Captain, US Army, detailed to CIA); however a letter of
oy }f\ commendation signed by the Director of CIA is suggested,

CONFIDENTTIAL
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gu;zestion llo. . L1 March 1955

STATINTL _ (Res:gned, OC/A Ccmno/Te ok G8-O

A, Suwiary of the Suggestion:

Sugnester wroposes that the Iucentw.ve Avards Comilttee alter
the orinting of the Commsttee naqed on stationery, Hosters, signs, etc.
to follow the Lattern illustrated velovw:

Comazttee
ror

Incent.ve

Avards

R. Zveluation of Concerned Olfice:

avaluation of the Incentive Avards Staff on - June 1655 states

STATINTL npie Tncentive Awards Committee has also been . L nown briefly as
tae Incentive Avards Board \_ 25 August 1855). TﬂJ—‘i STATINTL
: naine (.EA Board) also continued in use in »rol *osei—
STATINTL _’Wfl_..Cﬂ were coordinated during the latter part of 1.955
snd early 1955, but not puvl.sied sefore certain policy changes
nade t“lr»m o.>so_x.ete. A Sta”" Study apwroved by Career Counecil
and DDCI 51 March 1955 recomendel changing the name to Susgestion
Awards Conmttee. A new Resulation (tentatively nuwioered R zO- -635)
vses the latter (SAC) and will Hrodedly be suthenticated and Hublished
SOOI,

e ides had merit and wight have been adopted if the wrogram
had sat still lons enough for the name to remain as Incentive Awards
Comrittes for the necessary length of time. Security considerations
were raised Dy & meuwver of 05 as naxing it impractical to use gucil &
sugestion.

"Recomnend non-adontion as the idea cannot e used.'

C. Recomiendation of the F: tecutive Steretary:

Di.sgsroval.

L

CIA IUTERNAL USE ONLY
Approved For Release 2001/07/31 : CIA-RD&&D-02832A000300010020-1



Approved Fo{_gelease‘!aﬁ1/o7/31 : CIA-RDP80-00832A000300640020-1 <

25X1A

25X1A

25X1A

CONFIDENTIAL
Suggestion No. 1650
Dete of Suggestiocn: 17 Mawch 1955

A.  Bummery of Suggestion:

The suggester proposes that a perscnality file {a01)
Biogrephical Data Sheet be attached to the inglde cover of
each personality file (sample attached) in order ty pgain
the following advantages:

L. TClimination of the time spent in the cliarge out and re-
view of entire personality files to determine whether or not
tue individuel of the personality file is identical with ihe
subJect of interest on the basis of biographical deta contained
in differeny documnente throughout the folder.

2. Increase the availability of pereonality filez needless-
1y charged out befors it was realized that the gubject of
the file was not identical with the subject of interest.

3. Decresse the work of requesting officers by the elimino-
tion of personality folders not perteining to the sub Jeut

£ thelr request thereby allowing them rwore time for more
impussbant references and duties.

B. Evelustlion of Concerned Office:

The Chief, RI evaluated on 6 4pril 1955 this suggestlon
and reccommended approvael as follows:

"The subject suggestion has been reviewed in RT and is
congidered to be worthy of favoreble consideration. The
Iveorde Integration Divieion 1p asgreesble 4o the development
o the necessery fomm and regulation to yut the gub ject
suggestion into effect. However, this suggestion is not orig~
inal with the suggester but is being done at the rresent time
in the FE eres as a result of the initiative of one [N

b

- "In view of the sbove, it 18 recomiended that & dual
averd be mede in connection with this suggestion, one

award to go to "

CONFIDENTIAL
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CONFIDENTIAL
Suggestion No. 1650 Cont.
Incentive Awerds Note

1. This suggestion was deferred from 26 October 1955
Committee meeting "to debermine 1f sward could also be
25X1A given to [ GgE

2. Telephone conversation with [N D:=ou v 25X1A
Caief,RI/FI on 23 Merch 1956 revesled the following:

a. This sucgestion 1s definitely not concidered within
the normal job responsibility of suggester.

25X1A be [ cccls that previously recommended $15

was not encugh award ez this suggestion saved tims for
a great number of people in the Clandestine Zervices,
none of whom would be clerical.

c. RI aid not mesn to lmply by their 6 April 55
25X1A eveluation thet the suggester got the idea from Mr.
I

¢. The iden has ‘been adopted.

C. Recomuendatlion of Lxescutive Seeretary:

Approvel and cash award of 30 based upon intenglole
benefits, Recommend disapproval of dual ewerd ae cuggevted
by eveluator. Previous applicetion of this ides was not
gubmitted as a suggestion, was not adopted for what in
effect ie genewrn) Agency Hesdquaerters use, and would recuire
edditional determination of 4he innovaterts duties, ete.

A policy of egquating informelly adopted imnovations with for-
uelly submitted supgestlions could creet extreme difficulties
in administering the 1A Program.

CONFIDENTIAL
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SECRET
Suggestion No, 1621

Date of Suggestion: & March 1955 °

I _ 65-9 25X1A

A. Summary of the Suggestion:

Suggester proposed a box to be used as a gauge to cut
2xkts for transports (see attached diagram)

B. Evaluation of the Concerned Office:
The Office of Logistics evaluation of 4 April 1956 stated:

"The suggestion has been reviewed ardit has been found that
this gauge is still used in the Depot. The type storage container
referred to in the previous reply to the suggescion is one of
the two standard box oallets used at the Depot which will eventu-
ally be completely replaced by the Department of Defense approved
pallet (container) as mentioned in the first paragraph of the
original reply.

"Therefore, a re-cvaluation is believed apuropriate. The
gauge is presently used and will be used until this type pallet
is no longer availsble. A saving of approximaicly two hundred
fifty dollars annuelly is estimated. This can only be an esti-
mate as it is based upon repairs necessary on existing pallets
which are accomplished on a "needed repair" basis only.

"The issuence of an appropriate monetary award is recommend-
ed ™

Incentive Awards Note

This suggestlion was evaluated by Logistics on 22 April 1955
and disapproved for adoption.

On 9 November 1955 a letter was sent to the suggester stating
that the Incentive Awards Committee had not adopted his idea.

In March 1956 suggester sent a letter to the Incentive Awards
Staff stating that his idea was and is being used. :

Subsequent followup with the Offlce of Loglstics resulted in
evaluatlion quoted in B above.

Recommendation of the Executive Secretary:

Adopt. #$15 eward based on tangible savings of $250.00 annually.

SECRET
16

Appreved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1




ILLEGIB
Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1

Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1



Pl

X -’
Approved Foﬁelease %001/07/31 : CIA-RDP80-00832A000300Q2#020-1

CIA INTHRNAL USE ONIY
Suggestion No, 1611

3 March 1955

STATINTL I 0:icc of Comptroller Area Records

Officer GS~12

L, Summary of the Suggestion:

The suggester proposed that Agency Regulatory Issuances
of temporary value be printed on colored paper with the
expiration date of applicable issuance noted thereon, It
is maintained that the printing of such issuances on colored
paper would facilitate in removing inactive material from
the current files, '

B. Eﬁaluation of Concerned Office:

STATINTL ' On 16 March 1955 [, Ci-r, Rogulo-

tlons Control Staff, recommended disapprovel with the follow-
ing evaluation:

"The attached suggestion has been considered by the
degulations Control Staff, and it is not felt that its
adoption is necessary at this time.

Each Agency notlce of a transitory type now carries
an expiration date, and a reviewer must read the date
regardless of the color of paper the notice is printed on,
if he is to keep the book current."

On 2 August 1955,F Acting Chief, STATINTL
Regulations Control Stali, stated:

"This suggestion has been adopted partially, Tentative
regulations are now appearing on blue paper, Notices bearing
expiration dates appeared for some time before this suggestion
was revieweds Colored paper for these publications is not
thought feasible, It is possible that expiration dates for
tentative regulations may be required at some future date,
through the force of circumstance rather than ag a result of -
this suggestion,"

CIA INTERW.LL USE ONLY
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CIi INTERNAL USE ONLY

Suggestion No, 1611
(Continued)

TA Note:

This suggestion was considersd by the Committee at
1ts meeting of 26 October 1955, Executive Secretary had
rocommended approvel and a minimum cash award of $10,00
for intangible benefits to acerue through partial adoption
of the suggestion, However, the Commi ttec deferred action
in order that the Incentive awards Staff might determine
from Regulations Control gtaff the actual value of the
suggestion,

This suggestion has been discussed with NN STATINTL

STATINTL B, current Jcting Chief, Regulations Control Staff,
who stated that he could add nothing to the previous evalua-
STATINTL tion, but NN sccrod to be in tho best posliion to
advisc the Committce concerning the value of the contribution
STATINTL mado by this suggestor, I stoted that ho still

folt a minimum cash award of $10,00 for intangivle benefits
represented the most appropriate recognition, He feels
that it is still impossiblc to state more definitely the
valuo of this suggestion, He reported that although the
ideca was not original, part of it had been adoptcd and it
did mako a uscful contribution, The usc of bluc papcr

to signify tentative rcgulations was implemonted for a
period of seversl months. It now scoms that very few,

if any, tentative regulations will be published and
distributed in the future.

¢. Recommendation of Ixccutive Socrotary:

ipproval, award of $10.00 for intangible bencfits.

AKX

CIA INTERNAL USE ONLY
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Suggestion No. 1584

Dete of Suggestion: 23 February 1955

STATNTL |  office of the DD/T  Secretary  GS-7

A.

B.

C.

Summary of Suggestion:

Establishment of a clerical pool of part-time employees
drawn from the ranks of former Agency personnel who have resigned
because of household duties.

BEvaluation of Concerned Offices:

Office of Personnel dated 29 March 1955: "One of the main
problems in the use of a typing pool in this Agency would be the
tendency to breskdown the security compartmentalization prineiple.
Furthermore, pool arrangements do not provide for continuity in work
which is an important ingredient to production and job satisfaction.”

Security dested I November 1955: %Inasmuch as there appears
to be personnel and manpower control problems involved in this sug-
gestion, generally revolving around Table of Orgenization ceilings
for the Agency, it is felt that those offices should determine
whether or not the suggestion 1s workable within these frameworks,"

Management Staff, O&M (DD/S Ares) 23 November 1955: "The sug-
gested 'part-time! employment of clerical type personnel to be
administered on a pool bagis 1s not considered to be a satisfactory
solution to the labor problem of the Agency.

“..,n0 part~time positions are authorized and it is certainly
unwise to obligate full-time positions to part-time employees.

".sonormal strength accounting practice would reflect such part-
time employees as full-time employees.

"Persons (generally wives and mothers) ususlly try for part-time
work because their outside lives and circumstences demand so much of
their time and thought. ..There is no possibility of developing pride
in their position and performance since they know that they have no
continuing position or future within such an arrangement.

"The entire tone of the suggestion is toward giving such persons
money-e.g., ‘it is money they want and it is money they will get.!
It appears unlikely that the Agency could expect much in return.”

Recommendetion of the Executive Secretary:

Non-adoption.

CIA INTERNAL USE ONLY
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CIA INTERNAL UBE ONLY

Bugzoation No. 1584

&

1. Ses atbeched brief whith was presented at 8 Mareh 1956
meetling. AL that time the Comittee deferred sctlion and requested
that 1t be referred to the Office of Personnel and Meuongement
Btaff, Orgenization & Methods Steff for Joint gtudy and reevalus-
tion.

2. The Offlee of Personnel evaluation of 7 Mey 1956 is as follows:

"In sceordance with your memorsndum dated 23 March 1956,
this Offlee hes yeevelusied subject suggestion in consulbatbion
with the Monegement Steff, I STATINTL
This reconaideration leeds uws to the conclugion thst our origli-
nel evaluntion wes valid, s view shared W [ x2ore- STATINTL
penting the Menegeasent 8taff.

"We have discussed the problem, poyticulsely the BRI situa-
STATINTL tion with I, T:fs Offlice hae been
working on & speeinl asslgnment for yroducing extra clerical
support end, in sc dolng, is tapping the formey employee cmte-
gory sg 8 source for temporsry employeea hoth for regulsr tours
and part-tinme nlght work. ‘Thie action ile independent of the
guggestion at hend.

"Inasmuch sg the propossl for a general cleriesl p%

8till not consldered worthy of adoption and current effort 4
uge former employees ae s recrultment sourece have been eptellished
Independently, it is our wview that thls suggestion has made

no contribution.” '

3¢ In view of the sbove s:va].watibn the Executive Secretary
recomaends non-edoption of tinls suggestion.

STATINTL

STATINTL

CIA Ii%% UsE ONLY ‘
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Suggestion No. 1516

Date of Suggestion : Q February 1955 GS-5

B o -ostics, Admin, Steff  Career Mgt. Asst.

A,

Summary of the Suggestion:

The suggester proposes that Stendard Form D (Position
Identification Strip) be printed in performated sheets to
Tacllitate 1ts preparation.

Evalustion of Concerned Office:

On 2 May 1956 the Office of Personnel stated:

"Employee Suggestion No. 1516 proposes that Standard Form 7D,
Position Identification Strip, be printed in perforated sheets to
facilitate ite preparation. Our original evaluation of the suggestion
was that 1t had merit for adoption by this Agency and possibly for
other Government agencies. Accordingly, we recommended its referral
to the Civil Service Commission for further consideration.

"The Office of Personnel has not adopted the suggestion be-

cause a more effifient method of recording the required information was
devised. Rather than manuelly typing the SF-T7D, we are having the in-
formation printed on flexcline strips from punch cards whenever any '
significant number is required. However, since not all agencies have
mechanized their personnel records to the extent that we have, it is
still likely that adoption of the suggestion might be useful in some
installations. '

"It is accordingly recommended that you continue processing
this suggestion to the U.S, Civil Service Commission For evaluation.
Your transmittal might explain that it has not been adopted by this
Agency because of our use of machine technigques but that we believe it
wmight be helpful in those installations in which the form is now being
prepared manually."

15 June 1955 -- Discussion with NN -1 Chief, STATINTL
RMD (N rcvesls that | CSC, vho would STATINTL
get this suggestion if referred interdepartmentally, would not
adopt it. I s in charge of Basic Personnel Records and
File Systems for Federal Agencies. Recommends non-referral to
csc.

Recommendation of the Execubtive Secretary: C)*JL'

Disapprovél

CIA INTERNAL USE "ONLY
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Suggestion No. 1508

Date of Suggestvion: 7T Februsry 1955

Aduin Assighant
A, Summery of Suggestion:

The suggester proposes that a coffee dispensing mechine
be inetalled in Bullding 1.

B. Evaluation of Concerned Office:

The Administrative Steff, Office of Logistics, 6 Februsry
1956 stated: "imployees ave requested to sample the cofies
from a recently instelled “"brewed” coffee machlae at North
Bullding. DImployeesir Bullding #11 indicated that the
"breved coffee" at North Building was entirely satisfactcxry.
Bassd on this, 1lnstellation of the vending machine wasg
requested through PBS. The machine was installed and put
into operation on 16 Jenuary 1956.

C. Recommendstion of Executive Secretary:

Adopt - no award.

&

CIA INTERNAL USE ONLY
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Guggestion Lo, 1504

STATINTL I Office of Treinming Supply Ofiicer GS-1L

A, Surmery ef the Suggestlon:

Supggestor proooses tnat permansnt weoden dollies ve
congtructed to chIl_Lt&te storaze of chairs uncer e . 5
Auditorium ste e,

¥, Dvaluation of Concerned €ffice:

On 21 Tebruary 1955 the 0ffice of loglstics gtatad:

NThig @ffice ig of the oninien that a good suzzestion
hag been offered, and eppropriate cotion is wolng taken te
scquire the sow-celled dolliocs,

As a methor of rucord, the supply of foldin h caairs
ordered initielly was 1100, snd we do not velieve tuat toe

suoly has been susgmentecd, Cest of construc tomn fer tae
dollies is estima ted to be aporoximately »160.05. It appears
that tals cost would be amor tized in aveut four montis on fue

bagis that the movers are utilized JD;I'].CO monbalj, and rejguire
only one hour jnstead ef two alter the dollics are aveliasle,
L oyeerly savin,s of epproximately ,422,00 is :L1',ud.:i_cated..”

On 23 Hay 1956 the Cioief, sasic School stabed:

"'E am advised by the Personncl Officer, 0L, thet tals
suzgesticn is not within the normal job respongluollity of tae

STATINTL L,dm stm, P, oc tierefors e is eligiole for

congiderction Sor an awvard,

The sugzestion has been adopted end aecs besn in ofiect
for severcl moaths vith ood resulia. So fir s I fmoavle
to determine, the estlmate of adventejes end Ddrobasle saviiis
suordl tted Ly Lo dstics ds velld,

STATINTL 7 recommond mmt_oo given an £oorosriate

arrard in sesordance with the usuzl scale,l

Approved For Release 2001/07/31 : CIA-RDP80—700832A000300010020-1
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Sugzestien we, 1504 -

=y b U.’l.
M ey 0y 1\
(Continued)

. Qecomnendction of tie lxecutive Socretury:

Adopt,  Award of 20,00 vased on tengivle saviass of
Chen . or
‘.,JLL\J\) WU D
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Suy,sestion No. 240t 31 January 1S50
STATINTL .

A.  BSumary of the Sugcestion:

Sugsester proposes taat swall sticiiers be placed on the
telepiones vith the nhone nuwer to call in case of Tire.

B. LGvaluation of tihe Ccncerned CIifice:

Zvaluation of the Office of Securit; dated 1 May 195, states:

"Although this office s wn complete asreement and syupataetic to
the basic concesjt of tue attached Imployee Sugrestion, the subject
can not ve adovted as a result of information received frowm the
Telennone Branch of tue 0If.ce of Logist.cs and from the Telg-hone
Coupany. In essence, the . nformation states that no stickers, sims,
or attachuents will we laced unon telewhone eguiient since this
equinient is rented and velonzs to the Telenhone Comrany. As a result
of tals inforuation, the attached IZaployree Sugestion can not bve
imolemented and furtier researci will not ve done tovard Lumplewentation,’

C. Recomaendation of the iecutive Secretary:

Disapnroval

CIA TIiIfTZRI'AL UST ONLY
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Suggegtion No, 1502

Date of Suggestions 27 Jenuary 1955 A .

A, Summary of the Sugeesticns

Suggester proposes that the dead bolt locking device on
combination locks be modified in the following manner:

A floating cup arrangement encompassing the tumblers of
the lock so that any pressure exerted by punching or drilling
from the top, bottom or sides in an attempt to open the lock
would be sufficlently strong to overcome the counter-balancing
action of the retaining springs, and would activate one or
both of the dead bolt releasing devices located on both sides
of the cup.

B. Evaluation of Concerned 0ffices:

Physical Security Division dsted 10 Marck 1955: A similar
ldea was proposed by a lock company several years ago and was not
edopted due to the cost of modification and maintenance thereafter.
"The modification calls for a much larger lock case, which could
not be installed on present safe files without completely reworking
the back of the lock drawer, installing new hard plate and reworking
the insulated cover on the back of the lock drawer which would
necesgitate further testing to see if the safe file would still
pass the required fire clessification.

"It ie the opinion of this office that the suggester should be
highly commended for his initiative and thought on thils suggestions
This idea is entirely out of line with his normal duties, and =a
good deal of his own personal time was used in the develcpment of
this idee."

Incentive Awards Notes (1) 29 Merch 1956 discussion with I 25X1A
25X1A BN of the CIA Patent Board revealed that | richts 25X1A

have been determined as far as the Govermment is concerred, (2)

29 March 1956 %telephone conversation with I Chief, 25X1A

Physical Security Divislon, revealed that i1f the ides was used it

would be incorporated in the safes by a "safe company" and the

Government would benefit in that manner.

C. Recommendation of the Executive Secretarys

Non-adoption,

CONFIDENTIAL
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CONFIDENTIAL
Suggestion No, 1477

Date of Suggestion: 27 January 1955
25X 1A I Hedicd Chief, Immnization Branch GS-8

A, Summary of the Suggestion:

The suggester proposes that a master immunization record
be set up for the ledical Office,

B, Evaluation of Concerned Offices: '

| fledics| Stat?

Chief, Technical Services Divisionjeveluation of 3 April 1956
glves an analysis of the effect of the establishment of tne
Master Card Immunization Record which revealed the following:
" Tangible Results

Personnel Time sefore Use (liedical Staff)
Approximately twenty (20) phone calls daily vetween
the Immunization Sranch and the liedical File toomj
average time to locate record and relay reguired
information was 10 minutes per call,

Personnel Time After Use (liedical Staff)
Phione calls eliminatec,
Savings ~ 200 minutes per day or 3% hrs, per
day or approximetely 833 hrs, per
yvear (200 working days), Dased on
two GS-5 personnel minimum, this
represents a cash saving 0fcaseessee w2,900,11 -

per year
After Use (Processing Personnel)
wlimination of phone calls saved processing per-
sonnel the same amount of time (833 hrs. per year).
Dased on GS-9 minimum (average grade of overseas
traveler), this represents a cash saving of.... 92,1826 . .
per year

25X9

CUNFIUENTIAL
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CONFIDENTIAL

Suggestion No. 1477
{continued)

It is esti=-
mated that these records would require seven four—
drawer safes if flled separately; hence, with a
cost of 238,00 per safe, this represents a cash
Saﬁ-ng ofii.'l.‘i'Co.0006ll.ro‘.l.“tﬁt."‘.l_'i'lCiiﬁosbl,éééloo
This estimate does not include the savings repre-
sented by the release of floor space square footage -
estimates of the cost of such space is unknown,

Intangible Resgults

UCrash" cases had to be identified by phone as to name

and assignment in order to provide proper information,

The use of the Laster Card eliminated this security risk

and eliminated the pousibilities of name erro: or error
Cin relaying imminization histories,

In addition to the immunization data, the Laster Card
provides for notation of current medical evaluation status
and eliminated the necessity of verifying the status of an
overgeas candidate during the L8-hr, pre.embarkation checke
out, Also thls device acts as an indicator tc the Iirmniza-
tion Branch that the overseas candidate will need a medical
examination prior to travel so arrangements can be made for
this at the time the traveler commences his immmunizations,
This has eliminated the cancelling of overseas trips at the
last minute due to failure of the traveler to have a medical
examination when one was required. Prior to the use of the
card, there was an average of three suth cases per month and
in each case, travel for the employee and his dependents had
to be delayed, which represents a serious morale problem and
frequently a financial burden to the employee,! .
Chief, Records lLianagement Staff evoluation of 1l kay 1956
states:

"This Office concurs in Hedical Offices evaluation
of 3 April 1956, However, we might note that the replace-
ment value of the safe files mentioned is 331,00 each
toteling $,2,317,00, 1This is 651,00 more than liedical
Offices estimate, Also, the savings on floor space released
would be as follows:

COWFIDENITAL
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COLFIDENTIAL

suggestion No. 1477

(continued)
ge Square footage per 58fe = = w w « = = 7.5
be Total square footage for 7 safes - - 52,5
c. Dstimated cost of floor space, per
square oot m w w =« w d - - - - 9350
de Total savings from release of floor
SPACE = = m m m mmmmwomowo- 5183,75

"It is recommended that the suggester be considered
for an award based on annual tangible saving of @7,583.32."

C. HRecommendation of the Executive Secretary:

~ Adopt. Cash award of 190,00 based on tangible savings
of &:’7,583-32t —

COVFIDENTIAL
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685 submitted on 6 January 195b DDP/FI
184k submitted on 31 May 1955 b Management GS-15
1980 submitted on 19 August 195 E. RQM/0IS G39

A. Summary of the Suggestions:

Part of suggestion #685 proposed that cards in the
window of the buses be colored and that colors indicate
destination i.,e. red for Quarters Eye etc.

e

Suggestion #1844 1is basically the same as #685 asbove
except that it recommended use of bright luminous colored
paint.,

L

Suggestion #1980 proposed that colored lights be mount-
ed on huses and colors indicate destinations i.e. red
for Quarters Eye.

B. Evaluations of the Concerned Officé:

On 14 November 1955 Logistics reported: "This suggestion
cannot be adopted due to limitations imposed by the District
of Columbis traffic code. Under the provisions of this code,
the only lights which may be used on front of vehicles, with
the exception of emergency vehicles, are white and amber,
with amber lights permissible only as marking lights or turn
indicators.

"Although this suggestion capnot be adopted per se,
it has served to re-emphasize the problem of providing ade-
quate identification for Agency busses, and after further
congideration of this problem, it has been determined advis-
able to use larger signs with larger lettering on busses
operating between North Building and Quarters Eye.

"While no monetary savings are involved in this change and
although this Office instituted colored signs in busses prior to
1954, it 1s believed this sug estion, as well as suggestions
685 (January, 1954) and 18k %June, 1955), may be considered as
having made a limited contribution for the improvement of opera-
tions. It is therefore recommended that the three suggestors
concerned be commended for their interest in improving Agency
operations."

C. Recommendation of the Ewecutive Secretary:

Adopt. Letter of thanks to suggesters of 184k and 1980,
No further recognition is recommended for suggester of 685
as he has already received an award of $10 %28 November 1955 )
for that portion of his suggestion proposing pull cord buzzer
system for Agency buses. (Note: Suggester of 685 resigned 11
February 1955) ‘
CIA INTERNAL USE ONLY
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CONFIDENTIAL

Suggestion Wo. 1439

Nate of Suggestion: 31 December 195k

25X1A I Military Perconnel Sgt.

A,

Summery of Suggestlon:

The suggester proposes addlng pyschological welght to
the normal “dry" regulabtions by the formation of temng of
Securlty peresonnel who would act as if they were foreign
egends wiho haed slipped past the gusrds, end would acgulre
theough cogservation and technical means sll the information
they could; and general knowledge of employees thal thare
ves gach a system to detect Uthelr negligence would promcte
better securlty.

Evelustion of Office Concerned:

Office of Security evaluation on §_March 1955 stetes
taat it belleves adopilon of vhe ouggested system would work
to securlty disadventege. The present security eystem is
deslgned to provide a gecurity framework within which the
voxrk of the Agency can proceed with confidence that so long
ag ite employees adhere to gecurity requirements, its activi-
tles are reasonsbly safe from penetration or unauthorilzed
disclosure. The eptablishment of “he suggested system, which
asctually 1s & provacataur-type operation, would tend to cone-
fuse cwployees to the point where they might not report
pecurity ineldents because of a belief thet they could be
Agency-spongored acts. Security recommendsz disapproval.

Recommendation of Execubive Secredayy:

Iisepproval

CONFIDENTIAL
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Suggestion No. 1368

Date of Suggestion: 24 November 195k

STATINTL D meining  Ruso 657

A. Summary of the Suggestion:

»
Suggester proposes that all requisitioning offices be
supplied by the appropriate Logistics Office component with
a copy of any and all purchase or letter orders resulting from a
Properly approved and coordinated request to the Ilogistics
Office.

B. Evaluations of the Concerned Offices:

The Offige of Logistics evaluated this on 7 January 1955
and stated:

"This suggestion 1s sound and implementation action is being
taken." While no estimate can be made as to estimated savings
involved, it is believed thig rrocess will aid in accomplishing
the points listed in *paragraph 2 of suggestion,'"

The Office of the Comptroller evaluated this on 12 April
1956 snd stated:

"The subject paragraph states that the forwarding of a
copy of all purchase or letter orders to the requisitioning
office would provide the budget officer of that office with
a means for maintaining a more acQurate running account of
expenditures for supplies, equipment and services.

STATINTL "Since the implementation of _Property Author -
ization Control Procedure ths, budget officer of the requisi-
tioning office encumbers Property authorizations on the basis of
priced requisitions, and adjusts these encumbrances on the basis
of either the issue documents or the Finance Division Status of
Funds and Property Issues Reports. The actual record of expend.
itures for supplies and equipment in this situation is the
responsibility of the Office of Logistics budget officer in his
maintenance of the obligations of the bulk stock accounts.

"In view of the foregoing, it appears that this suggestion
would only be of nominal value to a component budget officer."

On 19 October 1955 the Office of Trainings ewluation +
stated:

"This suggestion has been in effect for several monthg and

e CIA INTERNAL USE ONLY
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Suggestion No. 1368 Continued

x

is gerving a useful purpose in OTR, No dollar value in aavings
can be placed on it, but it represents a contribution to effic-
iency and as such 1s considered worthy of an eward."

Incentive Awsrds Note:

1. This suggestion was deferred from June 1955 Agenda to
determine whether it had been implemented in OTR, the Office
from which the suggestion was submitted.

2. *Parasgraph two of the suggestion:

WHAT THIS POLICY WOULD BE EXPECTED TO ACCOMPTISH:

It would provide the Budget Officer of the requisitioning
office with a means for maintaining a more accuratke running
account of expenditures for supplies, equipment and services.

It would provide the Loglstics Officer of the requiaitioning
office with a means for determining whetbwr or not action is
taken on the request and would ensble him to reevaluate more
accurately the procurement lead time.

C. Récommendation of the Ixecutive Becretary:

. Award. $25. based on intangible benefits.

-3

CIA INTERNAL USE ONLY
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25X1A

SECRAT

Suggention No: 1357

Date of Suggestion: 18 November 1954

A.

Comptroller's Office G3-5
State Clerk-Typist
Summary of Suggestion:

To have Building Supply Offices stock commerciel end
legal slie Letterex Papsr.

Evaluation of Concerned Qffice:

Records Management Divieion, Management Staff 13 DNecember
1954 stated: "The price of Commercial Letterex is $32.50 per
box of 500 sheets, Legal lLetterex is $3.03 per 500, and. Govern-
went-size Letterex is 31.8k per 500 sheets. The use of
commerclal size Letterex would result in a gaving of $.39 per
500 letters as compered to the gseving of 43.69 thru vee of
Government size Lettzrex. We belisve this'saving outwelghs
any obJections typilstc may have to using OY. X 105" Letterex in
conjunetion with &3 X 11* bond.

There would be a saving of $2.03 per 500 letters by using
legal-size Letterex. Annual savings are egtimated o be
$490.15 besed on the use of Letterex in 120,30% letters.

It %8 therefore recomuenfied that only that portion of
thie suggestion pertaining to legal-size Letterex be adopted.

Regommendation of the Executive Secretary:
Award of 25 Besed on tangible savings of $490.L5.
Tucenti e Awhrds Note: 1In a recent discusslon with Mr.

B Fccords Management "Staif he stated that thise
form as been adopted and publicized. ‘

M&‘B\ﬂo ®°

/ SECRET

‘WE{;)M/@ i
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Suggestlon No, 1320

Date of Suggestlon: 29 Ootober 195k M (f
I Comptroiter /0 fF ' /

/‘-‘//d. Y

B e SRR Acers B,

As  Summary of the mw“i*atl_r

SLor proposes the vevision of Foum 35 m‘:&,. Tot
J Punds o Accrmntw,, dated February 1953, to ssei
arn dﬁl..ﬁ’!‘l?"cltw and rapid processine of Time and M ft.emfumr- Neports

4‘|

The new form vwuld provide thepe addisiennl foaturens

In providing a printed space for the payroll number it i1s felbt
the #tetion will supply the mumber. This sAll ass
ident i1l

i3 neces

kA

iftoation

{1} I‘a‘ﬂ:plfiwm Poyroll Number (if spplic bl

(2} Travel Urder Number (i appld icabl o]

‘;’} Tranaaction Ueaeription, hroken down vocabognyy,

() Space Tor vge by Area Dvlsion Budpst and #lsocd OFfioe.
(5} Space 'er use by Finance Division Cem, Wiyl t“f‘ Filoeyr,

(6} Fecsimile of the I card ficld,

Lhat
8t o Lhe acourate
ah u.n e:i“ individuals and provide *"‘rw w,y roll monbher whix b
Rl ©the processing or payroll T/A%,  The ield has

bgen rocgusal ,mi Lm indicate the travel order musher {when available)

For all travel perfomed, This order werber is ueed t‘m:* CEOAS 1

vference

mrrpeses whan bhe travel vovcher cleari ngoan advance is processod,

The transaziion dsse~iniion goace, brolern down b C:a"hs“u - will cnable
the station to Indlcate by & alicek mark and werrative de itderi
the exact nature of the transaction as pecor ded on the of 18 s books,

The space provided for the use of the Budget ard Fiseal 00fice -
aow the obdigation reference runber, allotment acccunt oumber

i been provided for the signature of the

ALALE uf the Authoriuing end dpproving DCficers (it upplice
: i“ﬁnm’y‘:s« Diviainn

,~11‘!

and

E’:’}.C} [y

: O:*“.u.cnw also, The wan of the facsimile ¢ fi I‘"Lu oard
" N y' T
(fl..} JjHUi.dH' the possibility of errer.in ’tu%m**mu.nif

posting data frem the T/A document to o voponting vc,u‘,r.,._....

(2} and will eliminate o & pasting embrys AL }nrm ent the
accomntineg data 1_” written r»n the T/A decumens by semb bo
the Certifying O {cer for certificabicn tiend x-r‘**,w.*suen Lo
Avcownts for posbtir f ar me sent Lo T fore pabaindog,
T,.m posting on the facsinmile will furrish posting data
for the Cortifying Officer and THM ai el h'f«'.*sg;{ oy une poating
operation. The T/A's will be attached te a Llue poating
voucher {ons %mrum on & vousher) and sent to 1PN,

' SECRFEY
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SECHERT
Suggestion No. 1328 (Page 2)
Be  Fvalustlon of Concerned Officess
25X1A _ ._ oo o
- Deputy Comphroller, recommended 28 Junuary 1955
"The sugerestod Mmﬂ; i aceented, will el nms‘ PUmarons
person: 1l contacts, which are required in the uss of the prosent
T/h form to obtain inioz'ﬂm’l ion necessary for L‘I £ r"wr'r handline of
Lranstor Lt The form, as revised, ,1,111 inelude ali information

nesessary i‘ov use by 3L, HL adenzrters! Arcea Division
GHudpet and FIgcal O adouarterst Floance Divi sion, aml Howde
cuarterst l“f;u: hine Hecords Division. It is estimated thoat the tine

gaved by use of the suegested form would rey nt o zavings to the
- Covermeent of from four to six thousand dollars per aonum,

yield

: Y1t dip therefore, recommended tha wployes Sugrestion Moo L3240
“bhe adopted.t

Tncentive forsrd Hote
"elephone conversabion on T March 105 with _ Finaoee 29X1A

THvialon Office of Complroller reveals that suggestion hes heen adopl -
ed and savings sare gs recowmmended fn origionl evaluaiion.

TS

e A uw.

Becommerziation of the fxeeutlva Secret

o
&

Approval of an award of £150 Laged on the sstimated savings of
b,rﬂ"} (mideway between limite of Cowptroller's cstimate ol £4,000
L‘ﬂ' ',r'{ u}q}u
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Date: 21 Oc*rober 1954 Suggestion No. 1298

statinTL | 65-5

Ao

Bﬂ

Photographer

Summary of the Suggestiocn:

The suggester proposed that a member of the Microfilm

Office be sent to a manufacturers repalr school. The suggester
felt that having a qualified person to repair the microfilm
machines who was also a member of the Agency would allow for future
repairs, control security, and less expense,

Evaluation of Concerned Offices:

1.

1,0/admin, Staff commented as follows: (22 November 1954)
1. "In connection with last para. on attached routing sheet,
a check by this Office reveals that:
a, Printing and Reproduction Division is equipped to
handle only minor repairs on their machines on site.
Mejor repairs require the service of a commercial
representative,
b. Supply Division is not equipped to handle any kind of
repairs on these machines.

2, Suggest that comments of CCD and TSS be solicited.™

TSS advised the Committee as follows: "I deem it sound judgment
to have on hand a combination operator/repairman who is well
trained in the servicing of all types of Microfilm equivment
(cameras, readers, printers, enlargers, and rccorders) in any
area or station where a large capital investment has heen made
in such equipment.

"However, in this writer's opinion, due to the many various
types of Microfilm equipment, (uvnless limited to 1 or 2 specific
machines) it might prove to be a very tedious and intensive course.

"T am in accord with any suggestion that would cut the
"tapes-of-delay" to a minimum in getting emergency service on
machine repailrs.

"Basically, it sounds good to me." (14 December 1954)

The Chief, RI, advised the Committee that: "The subject sugges-
tion has been reviewed in RI, and is considered %o point out a
problem which has caused RI much concern., The proposed soclution
has a great deal of merit and is worthy of adoption.

"Tt is recommended that this proposal be adopted and that RI be
given authority to begin scheduling its microfilm operators for
appropriate training." (2 November 1954)

COD comment is quoted belows:

"We agree with the suggestion. GID has the capability of servicing
and repairing the Microfilm equipment installed here. This equip-
ment includes Recordak Cameras, Diebold Film Processors,

CIA INTERNAL USE ONLY
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' Suggestion No, 1298 (Cont'd)

Microtronics Film Printers, Filmsort Film Mounters. Photostat
Expediters and several makes of Viewers. The Machine Division
has several people who have had factory training and rather
extensive experience with.the above equipment so that a call
for manufacturer's service is very rare." (6 January 1955)

5, OTR comment, given by telephone by T - os
follows: ‘“provision for such training through OTR is feasible,"

(20 January 1955)

6. (30 September 1955) Business Machines Staff/Management Staff
states:

") definite need exists in the Agency for well trained
microfilm equipment repeirmen. Their greatest contribution
would be in preventive maintenance servicing, thus preventing
ma.jor breakdowns,"

7. (8 ¥erch 1956) RI's eveluation states: "The Records Integration
Division is initiating the necessory action to implement this
suggestions .The monetary savings resulting from subject sugges-
tion are difficult to estimate.

STATINTL Tneentive Awards Staff note: [ Icovty Chief, RI, in a
telephone conversation on 6 “arch 1956 stated that this suggestion
is not within the job description of any of his employees including
microfilm personnel,

G. Recommendation of the Txecutive Secretary:

%20 based on intangible benefits.

CIA INTERNAL USE ONLY
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CONFIDENTIAL
Suggestion No. 1218

Date of Suggestion: 23 September 195k

25X1A I r/il Iotelligence Arslyets GS-7

A. Summary of the Suggestion:

The suggester, proposes a revision of a check sheet method
employed by Record Integration for the checking of addressograph
addresses, as a part of the daily outgoing pouching procedure.
Examples of the present and suggested revised check sheet are
furnished. Suggester anticipated saving in labor time, meterial
(paper) and storage space for the suggested new form is smaller.

B, Bvaluation of the conecerned Office:

On 13 December 1954 the Chief, FI/RI evaluated the suggestion
and advised the Incentive Awards Staff that the suggestion 1s a
practical one and will be adopted. He estimated savings and
benefits at (1) 20 Man hours per week at 08-4 level; (2) release
of one drawer of needed file space; (3) lees margin for error
in vpouch meterial due to specific indicatcns which are written
on tthe check sheet; (h) & reduction.by of the mimeograph paper
now used for this purpose.

On 23 April 1956 the Chief, FI/RI stated that savings are as .
noted on his evaluation of 13 December 195k.

Incentive Award Note:

25X1A on 2 May 1956 [ Chicf, FI/RI stated that
this suggestion definitely not within Job responsibility of

the suggester.

C. Recompendation of the Executive Secretary:

Adopt. Cash award of‘$80 based on tanginle savings and
intanglible benefits.

$70 for Tangible Savings computed as follows:
$time of Gs-4 (3415) = $1707.50
Saving of mimeogreph paper ~$1872
Total = $1726.22

$10 for Intangible Benefits 1s as follows:
Saving of one drawer of file space
O Less margin for error.

CONFIDENTIAL

10
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Suggestion No. 1179

STATINTL _ TSS Support Specialist GS-7

Date: 2 September 195k
A. Summary of the Suggestion:

On 31 August 1954 the suggester requested that his previous
suggestion of piped-in music in the Washington Depot be reconsidered.
He made a few substitutions end additions to his original suggestion.
He supported this effort with a questionnaire survey which reflect
unanimous approval of 23 Section Chiefs at the Depot for piped-in
misic,

B. Evaluation of Concerned Office:

Office of Logisticé evaluation of 13 March 1955 states:

"In July 1955, music was transmitted through the already
exieting spealiers in the Washington Depot and has proved to be
an excellent morale Hooster since that time. No additional
expense was incurred in that the equipment was alresdy installed
for inter-office commmwnications and the music utilized was, and
is, that of existing local musical programs.

"While reevaluating this suggestion, it was found that the
credit belongs to the suggester for providing music through the
inter-office commmnications system and that our previously voiced
objections can no longer be considered valid. Action should be
taken to insure that the personnel folder of the individual
reflects proper credit and that any papers indicating contrariwise
be withdrawn or negated. ©Such award as considered appropriate
should be made to the suggester; however, we are unable to give
a monetary value on ilmproved morale as savings reflecting there-
from are intangible and cennot be measured.

c. Recommendation of the Executive Secretary:

Adopt. ‘iae’ggérd for intangible benefits (improved morale).

f30
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CONFIDENTIAL

Suggestion No. 1169 _
. Date: 30 August 1954

25X1A L R Analyst GS-7

A. Bummary of the Suggestion:

: Suggester proposes that Form No. 867 (previously 59-42) and
i Form No. 137 (previously 59-34) be preprinted with the security
classification "Secret'.

B. Ev aluation of Concerned Offices:

Chief, RI/FI evaluation of 1 July 1955 states:

"The suggestion has: been reviewed by sppropriate officials
in RI. As & result of this review it appears that the suggestion
has merit and a new form has been designed incorporating Forms
59-34% and 59-42 into a single form. The new form will have
preprinted the classification SECRET as approximately all forms
bear this security classification.”

The Chief, Records Management Staff evaluation 6éf 1 May 1956
states:

"This office considers the suggestion to have merit and is
implementing its adoption. Annual tangible savings by use of
preprinted classification are $158.30."

C. Recommendation of the Executive Secretary:

Adopt. Awerd of $20.00 ($10 for tangible savings of $158.30
plus $10 for intangible benefits for stimilating a review of the
forms which resulted in combining two forms).

3

CONFIDENTIAL
' 8
Approved For Release 2001/07/31 : CIA-RDP80-00832A000300010020-1



25X1A

25X1A

, CONFISES TTAL
Approved E‘o-t;Releaé!iomIO7é§&é&l@I§p%Q-WAOOO3M10020-41;‘

Date of Suggzestion: 25 August 195l

BN Comptroller

Ao

B

Summary of the Suggestions

Responsibility of Locator Information File be assumed by Security
Cffice,

“wvaluation of Concerned Offices:
The Chief, Physical Security Division, Office of Security, stated:

"The Office of vecurity has been studying the advantages and
disadvantages concerned wiuvh the location and relocation of the Locater
Information File,

' The above mentioned studies began some months prior to the sub-
mission of employee suggestion 1159, therefore, this suggestion is
already in effect and no part of suggestion makes added contribution,"

The Chief,Télephone ovection, evaluated this suggestion ll January 1955:

1 This suggestion is impractical in that, an employee information
locator file is an integral part of any telephone (Puk) rrivate branch
fxchange bService,

"The statement made that the Telephone wection is responsible to
determine what information will be released to an outside caller is
incorrect, This determination is made by each admiristrative Officer
through submission of the personnel listing which clearly define the
action to be taken by the telephonec operatorse

"The possibility of an error made in reporting a status change by
an Administrative Cfficer or failure to report changes immediately is
acknowledged and co, on occasion, result in the disclosure of semi-
covert personnel, Any situation of this sort which is brought te the
attention of the telephone supervisors and is reported to the respective
Administrsative 07ficer for immediate action,"

Incentive Awards Staff Note: This suggestion was deferred from the
December 1955 Incentive Awards Committee meeting for further checking
with the 0&M Staff to determine results of their survey on this subject,

of the 0¢M sHtaff evaluated the suggestion on 20 wmarch 1956
and furnished the following information: (1) The survey is not in
final form; (2) The suggestion is already in effect and no part of
suggestion makes an added contribution - (The 0&lM Staff initiated the
survey on 2l August 1954 and lncentive Awards btaff received the
suggestion on 26 August 1954L); (3) The Chief, Oil dStaff (0D/S Area)
stated 20 Liarch 1956 that: "An examination of pertiment records reveals
that (a) the survey was initiated by the lLianagement otaff on 2L rugust
195 and (b) the basic repert was completed on schedule, Numerous
difficulties were experienced in obtaining five concurrences. These
were not only the occasion of a series of long delays but actually con-

- fused the issues and complicated the pessipility of obtaining final

%W%\’/a%loFoP%%aEE%ﬁéfi‘:%‘f”.s&?ﬁ%ﬁgg@ﬁo%é&%oﬁ%oﬁ%‘iﬁ%?? in suspense
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pending completion of more importent assignments. In view

difficulties, the establishment of a suspense date would be impracticable,”

Recommendation of Ixecutive Secretary:

Disapproval, Iwven though the survey has not been put in final form, the
suggestion duplicates an excerpt of a memo from Chief, l.achine siescords
TMivision to Assistant Comptroller dated 6 August 1954, This is the memo
which was sent to the kanagement Staff and resulted in the survey Dby

Q&3 Staff,

CONFIDENTIAL
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Suggestion No. 1156
Date of Suggestion: 25 August 1954
25X1A | GS-13

A, Summery of Suggesticn:

The suggeeter proposes that the proper security classl-
ficatlon be printed on the Hmployee's Suggestion Blan¥; first
part. Thig clasgification should be at least "CIA INTERNAL
USIE ONLY," if not “CONFIDENTIAL" when completed. A waraing
should be printed on the center portion to claseify properly
the informetion contained in the suggestion. The bottom
perbion of the form ie conegldered to be unclessifled unless
code words or other classified informatlon is used in the
gubJect line.

B. Evaluetlon of Office Conerned:

The Office of Security on August 24, 1955 stated:
"Suggestion 71156 has been generaily incorporated in [ STATINTL
: Parag; 6, 8b and 10e, the total accumu-
lation of informetion end type in eny one file would contrel
clagsification or sgeignment of control statement such as
10TA INTERNVAL USE ONLYY. Responsibility falls on originator
of suggestlon and ultimete repository of material as to
geCurity controls reclessificetlion and storage required."

STATINTL

¢. Rscomuendation of Executive Secretery:

Disepprovel.

CONFIDENTIAL
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Suggestion No. 1153 Date: 25 August 1954
_ Resigned (Logistics--Assistant Chief for
. Operations)

A. Sumnary of the Suggestion:

"I suggest that official Notices, Instructions, etc. (especially)
those in a numbered series), be duplicated on paper which is already
punched with three holes.

"Bach time one of these papers is filed, it is necessary to stop
and punch the margin on a 3-hole punch. The majority of people who
file these papers file them in a binder. Having the paper punched
prior to distribution would be a time saver for them and would not be
an inconvenience to those who do not use binders. This would also be
an aid to neatness in that all pages in the binder would (presumsbly)
be punched uniformly,

"This observation was made in the Logistics Office but probably
applies to other Offices also.

"Some papers have been duplicated so close to the left hand margin
that parts of words are punched out in preparing them for binders.
This situation would be eliminated if pre-punched paper is used."

B. Evaluation of Concerned Offices:
Regulations Control Staff evaluation of 1 Septenber 1954 states:

"Agency issuances (vhich are the only category controlled
by this staff) are, as & matter of policy, issued on paper pre-
punched with seven holes so that they will fit any type of binder.

"There is no uniform control over intra-office issuances
of various types. It may be possible, therefore, that the
issuvance the suggester is referring to is an issuance of this
type, published by one of the subordinate offices of the Agency
which have not established policy in this respect.®

Evaluation of Office of Logistics dated 16 September 1955 states:

"Office of Loglstics regulatory meterial is issued pre-
punched to fit a three-ring binder. Insofar as this Office is
concerned, the suggester is referring to instructions issued at

the Division level. At this level, the suggestion is gppropriate
for adoption, and necessary implementing action has been taken.

"Within this Office the suggestion will lead to limited
improved operations and as such, a winimum cash award is
recomnended.

"Since this suggestion may be appropriate for adoption by
other Offices, additional evaluations should be obtained. By

/ CONFIDENTIAL
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Suggestion No. 1153 (Cont'd)

“this process a more accurate determination maey be made as to
the suggestion's value gnd the amount of award to be granted."

Evaluation of Records Integration/FI dated 23 November 1955
states:

"The problem set forth in the subject suggestion does not
exist in the DD/P area to the knowledge of RI. RI concurs in

25X1A the evaluation made oy ||| |} o the Regulations
Control Staff." )

Evaluation of Office of the DD/ I dated 31 January 1956 states:

"If this suggestion is of value to some other office in
the Agency we have no objection to the suggester receiving a
nominal award. However, I do not envision the DD/I area
adopting this suggestion for use."

C. Recommendation of the Executive Secretary:

Adopt based on implementation by Logistics within their Office.
Award of $15 based on intangible benefits.

7
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Suggestion Wo. 1105

Date of Suggestion: 2 August 1054

staTne Do/P, FI/RI 68-13

A. Summery of Susgjestion:

Approved For Release 2001/07/31 : CIA-R]

The suugester proposes lncreasing afforts for the better

treining end coordination of personnel assigned .%o $he
Building Imergenciles Orgenization. Specifically it is
suggested that all rosters be maintalned currently and thet
monthly sessions of imstruction end {irill be given to the
emergency crews because of the turn over in personnzl.

Fvaluation of Concerned O0ffice:

The Direcsor of Security recopmends digepproval on the
basls that:

1. Rosters of Building Emergency Officers and staffs
ere maintained on a current basis.

2. 'raining in emergency first aid is currvently being
given to first ald teems.

3, Arrangements have been mede for additionzl courses
in emergency fire fighting and light rescue techniques.

Recommendation of Executive Sseretery:

Disapproval.

CIA INTERNAL USE ONLY
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Date: 27 July 1954 Suggestion No, 1099

2sx1a N DPE/FE G5-1.2

Ao

B.

Budget & Fiscal Office
Summary of the Suggestions

Suggester proposes wider use of petty cash funds.

Evaluation of Cencerned Office:

On 16 February 1956 the Comptroller stated:

1Tn order to comply with your request for our evaluation of the
subject suggestions, as set forth in the reference memorandum, 1t is
desirable to outline the background of events that relate to these
suggestions.

"petty cash funds were originally established to provide an
cconomical method of payment of small expenses. It was considered
advisable for administrative reasons to limit the use of such funds
to the payment of certaln expenses. This view was held when Employeo
Suggestion #318, the first submitted pertaining to o wider use of
petty cash funds, was evoluated, and also when the second suggestion
on this subject, #1099 was evaluated,

"Subsequent to the submission and evaluation of the subject
suggestions a proposzl was submitted by the Chief of Administration,
DI/P, with respect to the wider use of petty cash funds. It was
conciuded that this proposal should be accepted and the Chief of
Administration; DL/P, was advised that the various offices in the
clandestine services should submit requests for extended use of
petty cash funds withincertain limitetions as specific¢ally set forth,
Tn view of this conclusion based on the DT /P proposal, that petty
cash funds should be utilized to pay additional types of expenses and
the relation of this conclusion to the subject employee suggestions,
you were notified of this matter by my memorcndum of 8 December 1954a

You request advice as to the extent that the initiative and
personal efforts of the suggester of Employee Suggestion #1099 affected
the result of our reconsideration., The initial review by the Technical
Accounting Staff of this Office of the proposal from the Chief of
Administration, Dn/P, was made independently and without knowledge of
the employees! suggestions that hed been previously evaluated and
rejected, Therefore, we do not fecl that cny credit should attach
to the suggester from that standpoint, In this connection, however,
it wes obvious, upon making a comparison later, that the accepted
proposal from the Chief of Administration, DD/P, was almost verbatim
with Employee Suggestion #1099. This fact may well justify a further
review by your Committee of the circumstances relating to this
proposal to ascertain whether the basic idea originated with the
suggester or otherwise,

STCRET
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Suggestion No. 1099 (Cont'd)

"The components of the DI/P which have been granted authority
to extend the use of petty cash funds were listed in my memorandum
dated 3 March 1955 and no other compcnents have since requested such
authority. As a result of a review made of recent accountings
covering these petty cash funds, it is estimated that ssvings will
accrue in operations carried out within this Office through wider
utilization of these funds of between $800 and $1000 annually,

e regret the delay in replying to you concerning this matier
and trust that the foregoing information will enable you to make
final disposition of the employees' suggestions,!

Incentive Awards Staff note:

-

io This suggestion originally disapproved for adontion by
DDP-Administration on 3 August 1954.

2 0On 19 October 1954, the Chief of Administration, DTP, sent
a pronosal to the Comptroller for a Division petty cash
fund., This proposal had been initisted by the Chief, FZ
Division, who stated that it hed beenprepared by a member

of his Division,

25X1A 3. I, Chicf, Budget and Fiscal of FE Division,
stated on 26 March 1956 thet it was I idco that 25X1A
was sent forward by Chief, FE to Chicf, Administration/DDP.

C. Recommendation of Axccutive Secretarys

Adopt -- avard of $45 based on annual tangible savings of %900
(between $800-$1000), This award is based on the finding that
25X1A it wvas I icc: that was adopted.

N

SECRET
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CIA INTERNAL USk CONEY
Suggestion No. 106G
Date of Suggestion: 16 July Sk

Editorial Clerk

statntt /e - B as-1

A. Summary of the Suggestion:

The sugcester recommends a general overall revisloa of
the ronting and record sheet along the following lines:

a. Elimination of unnecessary instructions, and the
placement of essential instructions where they are more apt
to be noticed.

b. Reductions in the number of lines for addresseces
Trom fifteen to eight.

c. Rearrangement of the "Form," "No.'" and "Date" blocks.
d. TProvision for more space in the "To" column.

e. Placement of comments at the bottom of the form
yathar then to the right of the routing ladder.

B, Evaluation of ithe Concerned Office:

Records Management Staff on 25 November 1955 gtated:
sThis evaluation concerns only the suggestver's recommendations
for improving Form No. 610. That portion of her BUgfcsC1ON™
concerning diepatch forms will be evalusted upon our completion
. 0f a study on Agency dlspetch forms and phatedures. A LR

P

"1y response to one of the suggester's recommendations,

w:..w/%\ . At . ‘ N . it 3 4 N 3 end pade
ﬁfﬂf’ \ Ee havs rrovided.mere room 1n t?e. ;gwggiﬁgp 0y eiyflnatlng
rd l } the column for telephone extensions, WATEH has not been used
i Jﬁf extengively enough to Justify its continuance.

e

"Other improvements in the design of’ Form No. 6510 attributable
+o the suggester are:

-

OV / a. The placement of instructlions in the column headings
F R where they are more conapicuous.
g ¢

fffu'} b. The elimination of non-essential instructions which
f’{%ﬁy provided space for a "Subject" box.

CIA INTERNAL USE CINLY
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CIA INTERNAL USE ONLY

Suggesticn No. 1068 Continued.

¥

"We have not included in the redeslgn of Form No. 610
the guggester's recommendation Tor recyryanging the "IFpom,"
"No.," and "Dete" blocks. Placing these items all on one
lire would not provide enoush snsce in the "Frem® block.

"While we have not been eble to adopt all of the suggeste
er's ideas, we feel that her contributions Juetify an awazrd
of 20,00, This emount is based principaelly on her ideans
which, Indirectly, resulted in space for a Yaub Ject” box at
the top of the fnrm., The Office of Persommel W11 vac EBGUE
5,000 Routing and Record Sheets snnually in processing appii-
cations for employment. Having the applicant's name in
the "Subject" box vl fecillteie yroceseing his papers by
providing a ready reference to hig name. Othey haodguerters
components will find the use of this "Subject” box kelpful
in procesaing papers. About one million Routing and Record
Sheets are used annuslly. The spount of Processing time paves
per Form No. 610 usced, and the aurber of times thet the aube
Ject of e pmyer will be ineluded on Routing end Recowd Sheets
cannot be determined. However, the potential of the employee’s
suggestion Justifies the eward recommended shove."

Recommendation of Executive Secretary:

$20 besed on intenglble benefits.

<

CIA INTERNAL USE OWLY
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CONFIDENTIAL

Suggestion No: 1029

Date of Suggestilon: 23 June 1954

251 I (io/7) G55 area ops offiece

A

Summary of Sugzestlon:

YWhen headquarters ships simple administrative forms
to the field the fellowing method of packeging 1g used:
The outside cover 1s a double cover of heavy psper tape; next
is & cover of impregnated waler~proof cheeao cloth; *aen a
neavy cardboard box; following this is e cover on two “¥iles
o8 the forms of caréboard as keavy ag the ocutsice box, To
meke the wrapping complete, there is lastly a Parer wrapping
of heavy menila paper sealed with tape. There is also a
chesgecloth-tinfoll covered bag which covers the cardboerd
folder holding the forms in the cardboard box.

"This seems to be a Tlsgarant waste of money. A cards
board folder wrapped in heavy manile paper would suffice
adequately to get the Torms %o any overgees station with no
damage by alr pouch. If the forms are shivped by sea
pouch, one covering of waterprcafing in addition would
suf'fice.

"It would be a greet savings of U,S, dollars and
time 1f this method of packaging was looked into with the
idea in mind of changing it. If regulations dictate that
Torme be handled as déseribed in pere ifl, then 1t is time
that the regulations were changed,"

Evalustions cof the Congerned Qffices:

29 October 195k The Adminiatrative Staff/LO shated:
"This method of shipment was independently placed in effect
by Eackaging and Packing Memorandum #2, dated 1 September
19,. . i

21 Februery 1956 The Administrative Staff, OL stated:
"It cennct be datermined &t this thie that this suggestion
dil no% influence the Fublication of nackaging dats Present-
1y in effect. Discussion wag taking place 4o effect a
change in packeging methods at epproximately the time that
this suggestion was in process. ;

"In view of the fact that substantiating evidence is not

CONFIDENTIAL
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CONFIDENITAL

Suggestion No. 102¢ Cont.

avalleble to correlate the suggested chenges to chenges acopt-
ed 1n packaging of administrative forms for shipment over-
seas, a token award 1s deemed adviseble. The final approved
method of packsging ls precently the same as outlined in

the suggestion.”

Incentive Awards Note.

The suggestion was submitied on 22 June 1954 aud
Packaging and Packing Memorendum ;1 <fan cipauiried an
% BepGasben. 1254, the Office of lLoglstics was queried as
*¢ possible contribution.

Becommendation of the Executive Secretary:

Awexrd cf);kﬁ/;;r intengible benef.ts.

Vg

:2-
CONFIDENTIAL

-t
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Suggestion No. 1019 Date: 18 June 195k {/q
N/

25X1A _ Personnel PRD Clerk Gs-6 A P%

The attached suggestion brief was processed and approved for
an award at the January 1955 Committee meeting. A 520,00 award
check was sent to suggester on 3 February 1955.

25X1A on 7 March 1955, I of ORR Adnin Offfce called the

; Tncentive Awards Staff and reported that the suggester had raised
the question of whether the award was not too low based on his
original estimate of savings.

On 9 March 1956 the suggester was referred to DD/I (Admin) to
determine if idea is considered deserving of additional award. On
20 March 1956 Chief, Geographlc Research evaluated as follows:

"The Incentive Awards Committee asks for a re-examination of
whether or not the Geography Division was, at the time this suggestion
was made, in the process of considering single spacing for its reports.
T wish to assure the Incentive Awards Committee that this was the case.
As s matter of fact, the Geograochy Division had, since 1948, given
periodic consideration to & single-space format but had declined to
change over because of the difficulty involved and tine consuned in
preparing reproduction mester copy. The problem is especially critical
for geographic texts because of the large number of diacritical marks,
accents, etc., found associated with geograophic matters. '

"It should also be pointed out that the suggestor was in error
in basing his suggestion on T5 reports for the year 1954, TFor the
record, the Geography Division sent 20 reports to the Reproduction
Plant I ith en average of 68 pages per report and the
average nuriver of copies reproduced was 343, Bach one of these figures
is in substantiel contradiction of those given in the suggestion and
should be taken into considerstion by the Ineentive Awards Committee
gt the time an increase in the award is considered.

25X1A

"T4 is my recommendation that the savings to be realized from
the adoption of this suggestion be made a matter of study by the
Renroduction Division of the Logistics Office. A part of this study
should include the Geography Division to ascertain whether or not the
processing of reports for single~space reproduction takes more time
than double-space preparation; this should be balanced off against any
savings in actusl printing by the Reproduction Division."

DD/I (Admin) recommendation was to get new cost and savings
estimates from Logistics on which to base a decision.

Oon 2k April 19556 the suggestion was sent to Logistics for evalu-

ation. The Caief, Printing and Reproduction evaluated as follous:

CONFIDENTTAL
Approved For Release 2001/07/31 : CIA-RDP&0/00832A000300010020-1
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Suggestion No., 1019 (Cont'd)

"Generally speaking, single spaced reports will cost about one-
half as much to print as double spaced reports. This takes into
account meterials and labor. The reports referred to in I 25X1A
memo (20 reports, 68 pages, 343 copies each) would cost agproximately
4,000 if double spaced and sbout one-helf that amount if single
spaced. This estimate is based upon the reports being printed 8 x lO«
on both sldes of the sheet."

On 21 May 1955 the suggestion was referred back to DD/I. DD/T
(Admin) evaluation of 5 June 1956 is as follows:

"In view of the savings indicated by I 1ot will result 25X1A
from this suggestion, I believe that the suggester should now receive
an additional award to make up the difference from vhat he was pre-
viously paid and the full amount for a savings of $2,000. In other
words, he should receive $55 more g .
- P S

Lo

- A .
Recommendation of Executive Secretary:

' Additional sward of $55. This ! $55 plus the orig Lnal Eward of
$20 equal the proper award for a 42,000 tangible saYLng

Although this figure is the best we have been able to obtain,
it still represents a rather rough approximation. Following factors
offset each other so that this 1s probably the fairest decision
posaible without a more exhaustive study of costs and savings than
seems justified:

a. C/GR cites extra costs of preparing reports for single-space
reproduction which should be deducted from savings in printing.

b. Suggestion seems to have contributed to a solution or decision
which had been under consideration since 1948 in Geography Division,

/§:Z> Suggester's original award of 20 was based on intangible
benefits and approved before the IA Committee was using the new and
more liberal scale of awards for tangible savings authorized by PL 763
and CSC.

d. In interests of equity, this particular case should be

reconsidered. However, Committee should permit reopening closed cases
only in exceptional circumstances such as these.

o«

CONFIDENTTAL
Approved For Release 2001/07/31 : CIA-RDP3580832A000300010020-1



25X1A

Approved FoPRelease 2961/07/31 : ClAsRPRB0:99832A00030004@020-1

Sugzestion Fo. 1019

Sunmary of the Suggestion:

The Buggester proposes that reorts published by the different
components of the Agency e single-spaced on apase in contrast to the
vresent metnod of double-spacing. It is estiated wy tue Geographic
Division, CRR, that dwring the Fiscal Year they published 75 reports
containing an average of 175 wages for each report. There is an
averaze ol 25 coplies of each of these T5 reports mHrinted Ffor a total
ol 5,573,000 pages of renorts produced by one Division with over
=, 789,000 actval sheets of paper used. But, by single-spacing it would
be necessary to use only 7 sheets instead of '+ to elffect a savings of
25% on the overall amount of paper used. During one year this would
mean e savings of 697,266 sheets of paper. Further, reduction in the
number of vages wnrinted would, of course, reduce the o»rinting cost.
Time savings would also be realized in layout, camera work, plate
making, oress time, and bindery. As a point of interest, Report
No. LR~ was forwarded on 21 Septemver 195% to Reproduction for final
wrinting. The Report contains 253 pages, 156 copies of each for a total
of 41,988 orintings. Should the same Report e srinted as suggested,
the amount of tiwe and cost would be reduced accordingly.

fvaluation of Concerned Offices:

The suggestion was initially forwarded to the Chief, Management
Stalf, 20 June 1954, to determine what revorts might pe involved, and
that office replied that "a cursory check with some of the publication
staffs in the overt offices seems to indicate that the usual format for
overt office publications is single spaced. The Geogravhic Division
of ORR turns up as the one eixception to this."

With this information, the suggestion was referred to the DD/T
and the Executive, ORR advised the Committee, 8 Noveumber 1854, of the
following:

"This suggestion has been given very careful consideration. The
Geographic Division is making arrangements in the future to single
space all of its reports with the exception of those for which the
vrocess of typing masters is already under way. Waile the change is
not due entirely to this suggestion, the Suggester should receive credit
for the prodding which brought sbout the final decision to make the
change at this time."

— DD/ I (Aduin), further advised that review with the
above nentioned disclosed that, althoush the idea contained in the
suggestion was not original, the Suggester did cause a review of the
exleting practice and a determination to change from double to single
spaced reports by the Geolraschic Division.

Recownendation of the Diecutive Secretary:

The Coumittee mey consider an award for sparking the action which
took place as an employee contribution of & suggestion with intangible

Approved For Release 2001/07/31 : CRDBSH100832A000300010020-1
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Suggestion No. 1019 (Cont'd)

senefits or an award on the basis of the tangivle savings resulting

even though the suggestion was not original. I the latter course is
followed., it will be necessary to secure some estimate from The Logistics
Office. However, it is believed by the Fecutive Secretary that an :

equitable award may be nade based on the information at hand.

COLTFIDENTTIAL
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Suggestion No. 799 H

Date of Suggestion: 25 March 1954

Operations Aset. Chicf Control GR-7
STATINTL _ Operations Info. Control Clerk ¥~k

A,

Surmary of the Suggestion:

Suggester proposcs the usc of No . Carbon Required (NCR) paper
for forms and correspondence in the Agency.

Evaluation of the Concerncd Officc:
Rocords Management Staff on 4 April 1956 stated:

"A detailed tcchnicsl analysis .of NCR paper is attached., The
following cvaluation, coverlhg both tangible savings and intangi-
ble benefits, is based on this analysis and the results of exhaus-
tive on-the- job tests of tho 12 forms. '

a. Tangible Savings. The cost of procur$ing thesec 12 NCR
forms (800,000 scts) was $42,552.46. Mhe same quantity of carbon
inter leaved forms, obtained under the same procurcuent conditions,
would have cost $40,505.64. We thercfore paid $2,046.82 more t&
rrint these forms on NCR baper, However, thru climination of onc-
time carbon paper from the scts, 8 scconds per set is saved in the
decollation and disposition processes by not having to destroy
anly used carbon paper. This will save 1772 men hours per year.
Baged on an average salary rate of $2.00 an hour (GS-2 to GS-1k)
$3,541,00 will ve saved annually. Net tangible annual savings
will emount to $1,497,18 ($3,544.00 man hour savings less $2,C46,82
%gded procurement costs.) Recommended award for tangible savings
$65.00.

b. IntangilBe Benefits. The main intangible benefit stems
from the assurance that climination of earbon baper definitely
rrecludes any security violation thru failure to properly handle
and dispose of used earbon sheets. Por example, 529,000 of the
total 800,000 NCR Forms sets are being uscd in the most sensitive
areas of headquarters and field where a security violation would
be extremely serious. Other intangible advantages arc: 1, NCR
paper sets are 1/3 lighter than cartent #%terleaved sets. Lees
storage space is thus required and shipping costs will be reduced
by & like amount. (when sensitive forms are used overscas in large
quantities and must be shipped by air pouch, weirxht becomes an
impertant factor) 2. NCR: peper is cleaner to handle than carbon

CIA INTERNAL USE ONLY
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-CIA INTERNAL USE ONLY
Suggestion No. 799 Continued

paper. 3. It has special applicebility in 'Flow Systems',
that is, instances in which a form flows thru several offices
with each office adding something to the finished document and
removing one or more partially completed parts as the form

is processed,

¢. Based on these Iintangible benefits the extended degree
of application and moderate degrec of benefits warrants recommen-
dation of en award of $175.00.

"This suggestion has been adopted. NCR paper will continuec
to be specified for Agency forms whencver economically and proced-
urally feasible. Based on the tangible savings and intangible
benefits previously mentioned e minimum award of $240.00 is
recommended. Further vecommend referrel to other Sccurity Agencies

. a8 FBI, AEC, NSA, STATE, and the intelligence components of the

Army, Navy, and Air Force., Until NCR paper costs less, govern-
ment-wide use is not recommended.” ‘

Reconmendation of the Executive Sceretary:

Adopt. Award of $240. $65 for tangible savings of $1497.18,
$175 based on intangible Ytencfits noted above, '

Referral to other Security Agencies such as FBI, AEC, and
STATE etc..

®¢@@

CIA INTERNAL USE ONLY
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ACR PAPER
{80 CARBOR REQUIRED)

SHEET L ® Liguid Color Reactant
o {Crystal Violet lactone)
SHERYS 8 » Salid Color Besctent
3 {Attepnlgite)
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PREGSURE, CAUSING RUPTUSIE OF TWO DISSIMILAR CHEMICAL COATINGS = BIUE INPHESEION
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Suggestion No. Thl

Date of Suggestion: ' 16 February 1954

2o (-, e

e Summary of the Suggestion:

Suggester proposes that a person who is authorized to send material
to OCR Reproduction have a direct contact with his Document Procurement
Officer or the OCR Liaison Oificer. This would permit predetermination
of the availability of extra copies from othor sources priocr to approval
of the rcproduction request.

B, uwvaluation of Concerned_Office:

2 March 1956 - Chief, Records management Staff, kanagement 3taff:
g

25X1A CIA Tibrarian on 27 April 195L evaluated this suggestion

and recommended that a statement be incorporated in the Instructions
printed on TForm No, 36-2, "Reproduction Requisition," which would urge
the requester to employ reproduction as = last resort after checking
with the issuing office.
25X1A
i non 17 June 195) [N Cchief, Forms nanagement pranch, re-
viewed the suggestion, concurred in_ recommendation and
stated that the following statement would be added to Form No, 36-2
when it was revised, "o not request extra copies of printed documents
without first ascertaining that the material is unavailable from other
sources,"

L)\/ nTorm No, 36-2 was recently revised and redesignated as Form ..0. 70,
The above mentioned statement has been added to the Instructions printed
on the revised form.

"yhile the addition of this statement tc the Form 70 is not exactly
what the suggester proposed it should result in the accomplishment of
his aims - elimination of needless reproduction of documents already
available throupgh other sources,

"Had the suggestion not been submitted neither this office, the
Iibrary or OL/PAS would have been aware of the existence of this -
problem arca. Consequently, no corrective action would have beenl taken.
Therefore; 1t is recormended that the suggester be considered for an

award based on undetermined, intangible 5aVings,"
Adept for Use,

C. Recommendation of ‘xXecutive Secretary:

Award of 415 based on intangible benefits,

L
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CIA INTERNAIL USE ONLY
Suggestion No. 1450
Date of Suggestion: 10 January 1954

STATINTL Management Staff, Records Mgt. Div. Analyst GS-7

A. Summary of the Suggestion:

Suggester proposes that FLUCRESCENT pepers, cardbosrds and silk
screens be used where visual impact 1s essential. A few specific
applications are as follows: -

1. Open Safe Signs 6. Bus Signs

2. Alr Raid Shelter Signs 7. Priority, Ixpedite etc, Sllps
3. Restricted Area Signs 8. Passes

4, Fire Alarm & Exit Signs 9. Posters

5. Clagsified Waste Signs 10, Danger

B. Evaluations of the Concerned Offices;

The Assistant Management Offlcer, DD/A Ares stated on 28 Janvary
1955 the following:

"The suggestion is a good one but must he considered in .
relation with the additional cost, if any.

"It is suggested that this suggestion be sent to Logistics
Office, Printing and Reproduction Division for their consid.
erstion with particular reference to the comparative cost
and any speclal equipment or skills required.”

The Office of Logistics on 25 February 1955 stated the following:

"It is doubtful whether the desired results, over and
above those obtained under present meterials, can be justified
in view of the additional cost and work involved in processing
these materials.

"A rough comparison with materials presently used reveals
that those suggested cost up to as high as twenty times as
much, In addition printing with fluorescent papers and inks
becomes a speciality. Speciality printing always involves
additional cost in terms of lost time and less production.

"Applicability és enumerated in the suggestion is negligi-
ble and would not warrant s set up to accomplish this type
of work."

CIA INTERNAL USE ONLY
"6,

Approved For Release 2001/07/31 : CIA-RI:\)~F58‘0-00832A000300010020-1



STATINTL

Approved FoPRelease 01/07/3 11 CIATRBREE-008324A003004g6020-1

The Office of Personnel on 28 November 1955 stated the following:

PThe Office of Personnel is using fluorescent gummed
paper on an experimental basis to determine whether it will
8id in visually flagging classified manuals, small file boxes,
etc., which might be overlooked during daily security check.
Reports received thus far indicate that it is useful in pro-
viding the needed visual impact.

"The idea for use of the fluorescent paper was obtained
from d furnished

this Office, upon request, with samples of fluorescent colors.
Based on the samples, an order was placed with the Office
of Logistics for a limited quantity of fluorescent gummed paper.

Y"Although we agree that evalustion by the Office of Security
should serve as the primery basis for esction on this suggestion,
we would recommend adoption based on our experience.”

The Office of Security on 29 May 1956 stated that:

"In our original reply to this suggestion, we concurred
in the suggestion that an added visual impact could be
achieved if signs or notices, etc. were to be printed on fluores-
cent papers. We recommended, however, that the suggestion be
forwarded to Office of Logistics for evaluation from the
standpoint of additional cosﬁb, if any.

"The reply from the Office of Logistics indicates that
the use of the suggested materials would cost up to twenty
times as much as materials presently used. Further, this process
is considered to be a 'speciality' type of printing which re-
quires more time for less production. The Office of Logistics
advised that it was doubtful whether the desired results
could be justified 'in view of the additional cost and work
involved in processing these meterials;! slso, that 'applicabi-
lity as enumerated in the suggestion is negligible and would
not warrant a set up to accomplish this type of work.'

"While we agree that an added impact could be obtained
through the use of the suggested materials, we do not feel
that the added impact, or the increase in security, is commen-
surate with the added costs and work involved. We, therefore,
reeommend that the suggestion be disapproved for adoption.”

C. Recommendation of the Executive Secretary:

Adopt. Letter of thanks in view of the Office of Personnel's

adoption. No cash award can be given as suggester is a member
of Records Management Division, Management Staff.
-

, CIA INTERNAL USE ONLY ﬂ
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Suggention Ve @;QW

Dete of Suggestion: 20 Mey 1853

STATNTL Pessommel. cui-piss 3%

A,

Sumpmery of Suggestlon:

That exmployees be supplisd with individual, brighily
colored claggified txzagh nontainers. Markings in lurse
letters saylng "CLASSIFIED" would make 1t practleelly
imposeible to leave them out of the safe at night.

Evaluation of Concerned Office:

Office of Securitx 23 Jenuery 19956, reevaluated the
puggestion and stebed:’ "The preeently used white paper
bag bearing the inscription "SBECRET - CLASSIFIED WASTE
CHIY" was originated by the office or Szourity. This pever
hag will serve two purposes. One; provide a receptuecle
that can be cealed and “eposited into the large coliection
begs or into the classified waste vaults thsat have been con-
structed in & few of the buildings. The red and white
colors were selected for theze begs because of theilr
contrast with the usual office surroundings and thus may
e readily seen vben an offlce 1s being gecured. The glve
of the bag, 25 pounds capacity, was chosen as an eppropriaie
gize to secure in a file drawer until filled for disposal.
it ls recommended thet the writer of subject suggestion be
granted a nominal sward.” ‘

Recommendation of Executlve Beoretery:

An eward of 25 for a guggestion having intangible vene-
fits. Our records indicate thet we received about 8 sugpestiine
on thls subject:. However, none of them proposed the design
prezently used by the Office of Securlty. This suggestion
ig recommended for eward as the originel suggestion on
this subject.

CIA INTERWAT UEE CNLY
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Date:

CIA IVTERNAL USE ONLY
Suggestion No. 193
——————r

23 March 1953

sTATINTL [ SR Intelligence Qfficer GS-9

AQ

e )
Summary of the Suggestion:

Suggester proposed Tastening security .check sheets to safes
by corner holders rather than by scotch tepe. Evaluations by offices
of Security and Logistics were submitted to IA Committee on 1k
Feorvary 1955 with recommendation for disapproval. However, the
Committee deferred its decision and requested referral to RMS for
more conclusive study and evaluation. This suggestion was studied
along with many others which proposed various modifications in the
Tormat and methods of securing Security Check Sheets.

Ivaluation of 0ffice Concerned:

Records Management Division evaluation states the cost of
adopting this suggestion , processing a directive to implement it,
procuring and stocking these corners, and replacing them when
necessary would far outweigh any savings which might be realized
in scotch tape. The time conswning operation of changing sheets
every 30 days is not as profound or time consuming as the suggesion
infers. This operation is usually accomplished by clerical personnel
as time becomes agvailable or even prior to work hours if necessary.
This office recoumends disapproval.

Recormendation of the Executive Secretary:

Disapproval

b

CIA INTERNAL USE ONLY
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Suggestion No. 1.0

25X1A F Personnel Analyst Gs-11
ate ol buggestion: 3 March 1953

25X1A

25X1A
25X1A

e

A. Summary of the Suggestion:

The suggester proposes the addition of Personnel Information
to the Standard Form 52, Request for Personnel Action which would
eliminate the need of processing Standard Form 37-50, thereby effecting
savings in clerical and typing men hours, '

JA Note:

R A o
This suggestiomawas deferred from the February 1956 Committee
meeting. The Comuittee recommended thet it be referred to
Chief, Machine Records Division, to
determine if suggestion was considered to be within Jjob

resioniibility of suggester. In a memo dated 27 March 1956

stated the following:

"At the time this suggestion was submitted, _
was a GS-T Tebulating Equipment Operator Supervisor in the
Machine Records Branch, which at that time was & Branch
under the Office of General Services. His Pprinciple duties
were comprised of Supervislion of the Personnel Section and
the responsibility for Electrical Accounting Machine functions
in ‘vexyicing the reporting needs of the Office of Personnel.
The addition, deletion, or revision of Agency Forms was not
included as a responsibility in his general duties. It was
through the evaluation of existing source material that he
noticed the over-lep of information and therefore submitted
the subject suggestion." ‘

B. Recommendation of the Executive Secretvary:

_ Adopt., Award of $75 based on tengible savings of $1814.00
($700 Office of Personnel, $800 Office of the Comptroller, and $314
for saving safe space). '

SECRE
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Suggéstion !‘!o.‘ 140
T Date submitted: 3 “arch 1953

. A.  Summary of the §gggé§tion-

The. suggester proposes the addition of ?ersonnel Information
to the Standard Form 52, Request for Rersonnel Action which. would
eliminate the need of proceasing Standard Form 37-50, thereby effecting
stvings in clerical and typing man houra. :

B. Evaluation of Concerned Qfgicg

Internal 1nstructions (office: of Peraonnel Memorendum Uo.
20-645- 9, Recording Service Computatigp Date (SCD), dated 13 July 1955)
renders the Perscnnel Data Form, Form $7-50, obsolete, .The following
suvings are anticinsated in the Office~of Personnelzzz AUﬁi“uJ

: a. Approxdmately 5 minutes j lorical time to initiate the Form'
. 37-50 for each individual entering on duty. ~The entrance on duty
rate for the last aix months average approximately 200 per month.

. be onroximately 5 minutes time on the part of the 4hd%¢ﬁ§;a
entei.ne v culy formerly oconsumed in completing the Form )7\,u-

¢, The average grade of those entering on duty s &t abcut
tae base of the GS-5 level and the clerical supnort indicated in a.
is at the GS-5 level. : :

- d., At the currently hourly rate of the base level of GS-5-
grade ($1.76) it is estimated that. tnis office will realize a. savings
of about $700 per year. : :

The evaluation of the Office of the Comptroller states: '/e have
evaluated the effect of the adoption of this suggestion, upon procedures
1n the achine Records Division, Assuming an average of approximately .

- Forms 37-50 per month, we have estimated that a total of 30} man
nours are saved each month in the receipt.and control, coding, filing,
- runching, and machine processing operations. In addition, approximately
1> hours of time oh various IBM maecnines are Saved The value of these
suvings is 2stimated at about 4800 per year, | M .53

C. Recommendation of the Executive Secr ta

Based upon tangible savings of 4700 by the Office of Personnel
and %600 for the Office of tae Comptroller.for a total tangihle saving
of %1500 an avard of 365 is recommended. '

SECRET
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